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q JEWEL in your life 
OO —— 


The new SurE-RITE Nylin typewriter ribbon 


As advertised 
in COLLIERS 








- 


It's new — not nylon, not silk, but a marvelous new 
synthetic material that is better than either! 


You'll agree chat this sparkling new Sure-Rite Nylin ribbon 


is truly a jewel, when you examine these exquisite features: 


1. A ribbon which will last longer than nylon or silk. It will stay 


inked longer, produce copies just the way you want them. 
2. Clearer, brighter impressions. 
3. Unconditionally guaranteed. 


Your boss will say you're a jewel too, when he sees the finer, 


cleaner typing you can produce with the new gat SS!ON 7, 
+ J 2 4» 


Sure-Rite Nylin! Write for further information. < @ ” 


—_— . . ——_—= 
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AMERICAN STENCIL MFG. CO. ; = 
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Courtesy, St. Louis Fashion Creators 


APPEARING ON OUR COVER—Smart sugges- 
tion for a smart secretary, this sheer wool 
crepe dress inset with two tapered panels 
in harmonizing shades. It comes in gray 
with oxford gray and black, and in beige 
with oxford brown and brown. Sizes 9 to 
15. The leather belt and heraldic jewelry 
are included with the dress, which retails 
around $39.95. A worth-while investment. 
this good-looking outfit can be purchased 
at Milgrim’s, New York City. For the 
names of other stores carrying this style, 
write the manufacturer, Ellen Kave, 1706 
Washington Street, St. Louis, Missouri. 


That’s for Me 


How wou p you like to have your office 
located in an elegant hotel suite, have 
lunch in the family kitchen with your 
boss’s wife, meet celebrities by the score? 
All this and much more would be yours 
if vou were the secretary in our lead story 
this month. For the more, though, you'll 
have to turn to page 69 and read for your- 
self. We're sure vou ll be doing some 
wishful thinking when you're done 


Good Looks 


Ir SEEMED ONLY NATURAL for our fashion 
editor to choose “camouflaging” as the 
theme for her October fashions. what with 
the bright colors of October camouflaging 
the autumn leaves in woods and fields 
and millions of little children (and big 
ones, too) dreaming up fancy camouflages 
for their Halloween celebrations. 

Our pages are devoted to quite a dif- 
ferent kind of camouflaging, however, 
and much more interesting. In our section 
on attire, we talk about how to disguise 
any defects in your figure. Too tall? too 
short? too plump? too thin? We have the 
answers for you on pages 96 to 98. And 
how about that face with which you're 
so familiar? Proper application of cos- 
metics will hide your bad _ points and 
bring out your good ones—that’s right, 
camouflage again! To make the most of 
your make-up, see pages 99 and 100. We 
guarantee a new you. 


That’s Tessie! 


WHEN you COME to page 102 this 
month, you'll discover that Tessie went 
shopping, but that her column was writ- 
ten by somebody else—a male—no other 
than our versatile editor-and-publisher, 
Dr. Alan C. Lloyd. The reason for all this 


is that Tessie went to Haiti. Sounds fun- 
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y. but it’s true. She had to ask permis- 
of the editor-and-publisher to get 

the extra two weeks’ vacation; and not 
mly did she get permission, but she also 
left said editor-and-publish r at sea, too— 
in her shopping notes for the October 
issue. If it were anyone else, you might 
loubt the story; but, if you knew Tessie, 
vou'd realize that it’s hard for man, 
woman, OF child to refuse her requests 
Dr. Llovd came through with flying 

Jors, though, giving us a shopping col- 
mn that we know vou'll chuckle over 


from beginning to end. We did! We'll 


; repeat the page number for you—it’s 102. 


And, by the wav, some mail came in 
m Haiti vesterday. Tessie mentioned 
w wonderful it was to receive a whole 
handful of Haitian coins every time she 
hanged ten cents of her American money. 
We showed the letter to the editor-and- 
publisher and he remarked that, if Tessie 
vas hinting for a raise, the answer was 


Just leave it to Tessie! 


Yeoman School 


i 
WHENEVER FOLKS s\y something about 
shorthand’s being a girl's skill, we always 
think of the legions of uniformed men 
thousands and thousands of them—who 
se shorthand in their military careers 
So, when a friend told us about the great 
Yeoman Sc hool in San Die vo, we warmed 
the idea of a story about the school 
The Navy, as personified in this in- 
stance by Ensign 
Bernard HH. Gar- 
* ett the officer in 
Iara <« oft t h ( 
school, and __ his 
wo assistants, YNC 
Clyde L. Sweet and 
YNC Kenneth L. 
, Beach, was more 
han co-operative. 
We received pic- 
tures, the informa- 
n we mcorporat- Ensign Garrett 
in the article 
it starts on page 75, and an official re- 
ease from Captain C. E. Phillips, com 
inding officer of the San Diego Naval 
Training Center. For which, our thanks! 
Newcomer and Old Friend 
Wer HOPE you ar pl ised with the at- 
| tractive art work in our shorthand stories 


' this month and last. A good part of the 
redit belongs to artists John Peterson and 

| Jerry White. , 
John Peterson, a newcomer to. our 
pages this vear, hails from little old New 
York. He illustrated “It Had Better Be 
Yes,” on page 79, and “Check and Double 
Check,” on page 82. We're sure you'll 
ke his clever drawings for these stories. 
Jerry White's 


work many times on our shorthand car- 


You've probably seen 


oon page and such. Jerry is a talented 
lexan, who has also authored as well as 
llustrated a few articles for Topay’s SEc- 
KETARY. This month, in addition to our 
“File and Forget” cartoons on page 112, 
he has done the illustration for the short- 
hand article, “Who Let the Feline Out 
| t the Burlap?” (page 91). 


| 




















LONGER LIFE FOR FILE FOLDERS! 


with Dennison Reinforced Tab Labels 













Save money! 
Get more use from 
your file folders. 
Dennison Reinforced 
File Folder Tab 
Labels do these 






ws 


Sturdy gummed backing strip gives folder tabs 
triple-ply strength for extra wear 


three important jobs: 


1. Reinforce new folder tabs as you label them. 
2. Make worn folder tabs as good as new. 
3. Give any tab long-lasting triple-strength for extra wear and tear. 


EASY TO USE! Fit all 4 cut folders...In 8 colors for subject classification... 
Ready to use in easy-to-type, perforated strips... No ridges to catch on papers. 


For neater, stronger file folders that last longer, order Dennison 
Reinforced File Folder Tab Labels from your stationer today. 








. 
Dennison Framingham, Mass. 
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THIRD EDITION or 


popular Text program 
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SECRETARIAL 
PRACTICE 


with WORKBOOK 
for APPLIED 
SECRETARIAL 
PRACTICE 


























» « - @ teachable, topical approach . . . flexible enough for any course length. 


. . . with a personality emphasis that insures career confidence 
from job finding to job success! 


THE NEW THIRD EDITION of this high school sheets), as well as personality evaluation charts 


text and its accompanying workbook of business ... everything you need for a full activities- 
forms comprise a comprehensive course in secre- centered laboratory course. In addition to the 
tarial science. Each unit gives a thorough cover- technical training in secretaryship, the text places 
age of one important phase of secretarial practice. strong emphasis upon the development of a pleas- 
Supporting the text matter are unit-end projects ant, efficient personality. Valuable assistance is 
and problems that enable the student to make a given in grooming, business psychology, and the 
thorough, practical skill application. These conduct of social-business functions. The student 
projects and problems may be answered right in will find this training helpful in the first job inter- 
the convenient Workbook, with its actual busi- view and upward throughout the business career. 
ness forms (stationery, documents, and record Teacher’s Manual is free with adoptions. 


Plan today to put real experience into secretarial training with 
Applied Secretarial Practice, Third Edition. 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc. 
New York 36 330 W. 42nd St. San Francisco 4 68 Post St. 
ee ae ie 111 N.: Canal St. Dallas 2 501 Elm St. London, W.C. 1 
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Toronto 4 253 Spadina Rd. 
ore ey 51 Russell Sq. 
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She knows superior stencil results are certain 
when she reaches for a PROCEL Stencil. 
That’s because PROCEL’S sensitive plastic 
coat responds to any typing touch, light or 
heavy, to yield copies of uniform, print-like 
appearance. And “stencil eyestrain” ends as 
PROCEL’S white cushion sheet makes each 
stencil so easy to read. 

PROCEL’S long, uniform runs save retyp- 
ing stencils in the middle of a job. Their com- 
bined strength and sensitivity reduces cut-outs 
and type-clogging... proves a great aid to fast, 
non-detectable correction. Further, PROCEL 
is ideal for illustration, stylus and pen work! 

Next time you type a stencil, reach for 
PROCEL...and see how easy stencil typing 
for outstanding results can be. 





Your FREE copy of the booklet 
“Plastic PROCEL Stencils”, 
(DS 31C) is waiting for you. 
Just mail the coupon, today! 











@ee@eeoeeoee@e0ee0s0 i 
Remington Rand, Room 2438, 315 Fourth Ave., New York 10, N. Y. 

[) Please send me FREE booklet DS 31C, “Plastic PROCEL Stencils.” 
[Please arrange for a demonstration of PROCEL Stencils in my 
office. No obligation, of course. 

Name 

Firm 

Address 

City Zone State 





TODAY'S SECRETARY e October, 1952 61 











_GRASERSTIK 


the new trend 


has twe new 
7077 and 






in Erasers 






If you ore among the 
thousands of Secretaries 
and Typists who use 
EraserStik, you know 
that it is the modern and 
better method for erasing 
errors in typewriting, 
pencil and ink. 


v.s.a.7O77 B 








But you may not yet have 
had the opportunity to 
use the new members of 
the EraserStik family 
7077 and 70778 (with 
brush). 

These. new blue-polished 
beauties are ideal for keep- 
ing your carbon copies 
clean. It removes carbon 
smudges and pencil marks 
like magic. 









CuaSrug usem mv 


AW FABER &RASER 












When an executive calls S| 
for a carbon of a letter, rm 
. ’ Al 

he doesn't appreciate o| 
ri 


staring at a ‘‘tree’’ 
marked and smudged 
copy. Use EraserStik 7077 
or 70778 for all around 
typewriting cleanliness 
and efficiency. Order from 
your Dealer today. 


warK 4 ® 


in( ne 


A™) FABER CASTECE 










ESSIE: 
Sec ond 


Clinic. 


Welcome, everyone, to the 
meeting of 
Our panel of 


gathered together, and we are 


our Secretarial 
experts IS 
“oft 
running.” It is our October “event.” 
Our first question is directed to Mrs. 
strony. A secretary from Oregon writes 


and 





me that her employer travels a great deal. 
When he returns from a trip, he wants 
to know in about ten minues all that has 
occurred during his absence. The poor 
secretary can’t talk fast enough to get 
it all in in that short a time. Can you 
help her? 

Mrs. Strony: The best thing to do is 
to make a typewritten digest of all the 
mail, phone calls, and visits that must be 
brought to the employer's attention on 
his return. Make this digest very brief, 
and in tabular form, so that he can take 
in the necessary information at a glance. 
too, that the most important 
matters are put first or are red-checked, 
flagged, or numbered in order of impor- 
tance if you type your digest as each item 
comes up during your emplover’s absence. 

Another make a diarv of 
important daily happenings-that can be 


Be sure, 


idea is to 


glanced through in a matter of minutes. 


But, above all, don’t talk—type. 


Tessie: And speaking of typing, here’s 
a question for Dr. Lloyd from a lady in 
Pennsylvania. She says that when she 
types a manuscript she’s never sure when 
she is coming to the bottom of the page. 
How does one figure this out? 

Mr. Lioyp: There different 
ways to estimate the bottom margin of 
the page, Tessie. First, by eve. In other 


are tour 


| words, take a sheet of paper, stand it on 


the ribbon edge, hold up the sheet vou 
are typing on, and notice the 
between the full and 
in your machine. Second, by 
light pencil mark an inch or 
the bottom of the paper (at the right) 
and watching for it. Third, by using car- 
bon paper with an overhanging scale, like 
Micrometric. Fourth, by using a type- 


difference 
the 
putting a 


sheet sheet 


two trom 
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that, like the new 
This flags 
vour attention when you are two and a 
half inches from the bottom of the page. 


writer Smith-Corona. 


has a “page gage.” device 
page gag 


Miss Hutchinson, a 
Park, New Jersey, wants 
to know if it is proper to end a sentence 
with a preposition. She is under the im- 


TESSIE: reader 


from Asbury 


pression that it is not, but she savs she 


saw a sentence so ended in our maga- 
zine 

Miss Hutcurnson: The origin of this 
rule about prepositions comes trom a 
wish to avoid placing so unimportant a 
word in such an emphatic position as 
the close of a sentence. In Topay’s Serc- 
RETARY, We aim, whenever possible, to 
avoid this construction, but there are 
times when we let one slip in purposely. 
Most modern writers agree that, for the 
sake of natural, unstilted expression, es- 
pecially in informal letters, this position 
is allowable. 


A voung girl from Texas, who 
will start her first job in February, wants 
to know 


TESSIE: 


what she should do if her boss 





starts to dictate too fast. Mr. Swem must 
have an answer to that problem for us. 

Mn. Swem: That I have, Tessie, and 
this is a question that might be asked by 
a shorthand reporter as well as a secre- 
tarv. Every dictator, sometime or other, 
talks too fast for the young lady or gen- 
tleman who is straining desperately in 
an attempt to follow him. I like to re- 
member a reporter friend of mine who 
was following a fast witness detailing an 
automobile chase. 

The witness described the chase street 
bv street. It began in the Bronx; went 
through Central Park, miles further 
south; and continued still further south, 
for miles. As the witness was turning 
swiftly off Broadway into City Hall, the 
reporter, calmly, unemotionally, turned 
to the witness and said, “Will vou kind- 
lv park for a few minutes; I’m still in 


Central Park.” 


ASKS THE 
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| 
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na, | No need for panic or hysterics Just 
AGS { make it known that you got lost, and 
| a | whe re. 

ge 


Tessie: Here’s a question from a ste- 


7 


der nographer who is studying at night to be | eee 
nts a legal secretary. Whv, Dr. Rosenberg, DD 7 
a . i ae 
: y | 
| 


a3 


—— 





‘his | 
1 a 
ta ij 

as ; 
EC- do so many contracts contain the stipu- 
¢ | 


lation that the terms of the contract will 
be carried out “for $1 and other valuabl 




















are | 
ely. consideration”? 
the Dr. Rosensenc: The reason why $1 
es- | is often paid on a contract is to prevent 
ion the contract from failing because of lack 
of consideration. This procedure is also : 
| followed when the cathe to the contract When you first try the Audograph, 
ii prefer not to disclose the specific terms forget the old-fashioned way. Forget the 
ints. fof the agreement. double-translation into hieroglyphics and out 
18S again. Forget especially the old-time dictating 
|  Tersste: Here’s a question I'm sure Mr. machines that were so hard to use. 
Swem would like to answer. A secretary _ : cer / 
from New Jersey wants to know if she With the radio-clear Audograph, it’s like having 
should use permanent ink in taking notes the boss right there—speaking carefully, 
in order that they may last forever. distinctly, at your own typing specd—in the tone 
Swem: As far as I know, the chemists and volume you select—and repeating as often 
are still searching for an ink that will last as you wish. A green light tells you how long 
forever. Any ink that will write outlines he’s going to dictate—and a red one warns you 
ast that the little lady can read ten minutes = thn chante fie etal 
us. | after she takes them in the boss’s office = i : 
and is, I would say, good enough for ordi- The result is easy, accurate transcription 
| by nary dictation. | in half the time—with more time for the 
cre- oy F | assistant-executive work that means 
her, Tessie: Here’s another along that line, d f 
ren- Mr. Swem. A voung lady from North faster advancement for you. fa 


in Carolina says that she likes to write with 
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‘ 
r an 
The world’s most versatile ‘ rue GRat MANUFACTURING COMPANY 
: P ° s Hartford 1, Connecticut 
reet 
dictating instruments ‘ 
vent : Please send me Booklet K-10 “Now we really get 
ther | AUDOGRAPH® sales and service in 180 ‘ things done!” 
uth | U.S, cities. See your Classified Telephone ; 
7 Directory under “‘Dictating Machines.” ‘ 
rv a broad pen nib. Can she use this pen | Canada: Northern Electric Co., Ltd, : ae 
the | for dic tation also? Abroad: Westrex Corp, (Western Electric , 
ned Co. export affiliate) in 35 countries. ‘ 
a | Sweat: Did you know that pens are Audograph is made by The Gray Manu- : — — 
1 j more person il than pettico ats? Whi, no jacturing Company — established 1891 — 1 ices 
in two pe ople possessing the same writing originators of the Telephone Pay Station. : 
| abilities and habits can get the same @TRADE MARK REG. U. §. PAT. OFF ‘ ADDRESS city 
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GIRLS! 


why dig for 
typewriter 
‘paper? 








why lift the box top ' 
-- and "pinch" 
the sheets out? 
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. with these fine boxed papers: 


EAGLE-A COUPON (BOND) 


EAGLE-A AGAWAM (BOND, 
ONION SKIN) 


EAGLE-A CONTRACT (BOND) 
EAGLE-A ACCEPTANCE (BOND) 


EAGLE-A TROJAN (BOND, 
ONION SKIN, MANUSCRIPT COVER) 


EAGLE-A QUALITY (BOND, MANIFOLD) 


FREE! LETTER 
PLACEMENT GUIDE 


For secretaries, students! Slips into 
typewriter under your letterheads, 
helps you position letters perfectly. 
Write Dept. 2, American Writing 
Paper Corp., Holyoke, Mass... . 
Teachers: Guides for class use— 
write on school letterhead. 


ITER PAPERS 





1952 





response from a particular pen. Broad 
nibs are not generally used for fine, deli- 
cate shorthand; but, if you can use one 
with ease, without filling up the small 
circle vowels with ink, and can read the 
notes back—well, that’s your pen! 


Tessie: Well said, Mr. Swem, well 
said! And now, a secretary from New 
York City wants to know the proper 
grammatical structure of the adjective 
worth while, Miss Hutchinson. 

Hurcuinson: Well, Tessie, there is 
no authority for “worthwhile” in solid 
form. When the expression occurs after 
the noun, the two-word form is used 





When it is used before the noun it is 
hyphenated. In other words, vou make 
it two words when you sav, ™ 
is worth while” 


This project 
; you hyphenate it when 
vou say, “This is a worth-while project.” 


You never make it one word. 


Tessie: Here's a question for Dr, 
Rosenberg. A secretary in Colorado, who 
keeps a small set of ledgers, writes that 
a customer insisted on paving his $87.50 
bill all in dimes and quarters. She wants 
to know, in case it should ever happen to 
her again, if she must accept payment of 
a debt in this form. 

ROSENBERG: 
Tessie, the answer is yes. A section of 
the Agricultural Adiustment Act of 1933 
prov ides that “all coins and currencies of 
the United States ... shall be legal tender 
for all debts, public and private.” 


Strange as it may seem, 


Tessie: Well, what do vou know? 
Here’s a New York typist, Dr. Lloyd, 
who wants to know how often to clean 
her typewriter to keep it in good con- 
dition. 

Lioyp: The machine should be dusted 
and the type bars brushed daily; the 
carriage rails wiped with an oiled cloth 





weekly; and the machine inspected by a 
professional repairman trimonthly to keep 
it in the best condition. 


Tessie: Mrs. Strony, a fellow Jerseyite 
writes re it her employer sugge ‘sted early 
in September that she start getting his 
Christmas cards ready. She thinks this 
is much too soon, but she wanted to 
check with us before saying anything to 
him. 

Strony: No, September isn’t too e: arly. 
Some secretaries get starte ‘d early in the 
summer during slack periods and call 
this one of their “rainy-day jobs.” of 
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course, vou lose the real spirit of Christ- 
mas When you write cards this early, but 
that’s the way it’s done in business 


}ouse ‘S. 


Tessie: A’ Connecticut secrcliury SUVS 
that she gets a great deal of dictation 
each dav. She wonders if, when she 
makes an error in transcription, it would 





Meet the Experts 


Miss HutcuHinson is coauthor 
of three books on business Eng- 
lish. 

Mrs. Strony is author of a 
new book on. secretarial prae- 
tice, 

Dr. Lioyvp is author or co- 
author of three typewriting text- 
books. 

Mr. Swem is author of two 
books for shorthand reporters. 

Dr. Rosenserc is author of 


four textbooks on business law. 











be wrong for her to erase only the 
riginal letter and not the carbon copy, 
to save time. Will you answer this for 
her, Mr. Lloyd? 

LLOYD: In some companies correction 
f errors on carbon copies for the file is 
not required unless figures are involved 
Carbon copies that are to be distributed 
ire, of course, to be treated like “origi- 
nals” and should be erased and corrected 
just as carefully 

If corrections are not going to be made 
n ll COpltes, the stenographer should 

me expert at strikeovers so that they 
vill not be easily discernible. 

But beware of smudges! A card slipped 
hetween the original and the rest of the 
pack will usually take off sufficient pres- 

re while vou are erasing an error on 

original to prevent smudging any of 


carbon copies. If your card is thick 





nough, you will not need any other pro- 
tection under the carbon sheets them- 
selves and you will have no smutty “pro- 
tectors” to handle. 

Before continuing transcribing, check 
the struck-over words to be sure they 
ire clearly readable on the carbons. Most 
employers judge a stenographer as much 
by the carbons as by the originals. You 
don’t want to be ashamed of yours! 


Tessie: A secretary from Massachu- 
setts asks us to help settle an argument 
between a group in her office. Her side 
maintains that when a sentence ends with 
i quotation, the period should be placed 

(Continued on page 109) 
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Best Adjusted Secretary loves | 
Easior to Use 
SsoundsScriber’ 


DICTATING EQUIPMENT 






Attractive Doris Dean credits 
SoundScriber with big assist 
in winning title of ‘‘Miss 
Best Adjusted Secretary 

of 1952’ 


Chosen during National Secretaries Week 

on the basis of a national survey, Miss Dean said, 
“SoundScriber has been a tremendous help to me and my boss, 

a New York doctor. I think it should help other secretaries too.” 


Exclusive ‘Television Indexing’ actually pictures the length of 
each letter. No irritating slips or strips. No annoying headbands. 
SoundScriber is a secretary’s dream. To learn how you can become 
even more efficient, more valuable to your boss, mail the coupon now. 


Only SoundScriber Offers You: 
1. Automatic On-the-Disc Indexing. 
2. Two Arm Flexibility. 

3. Mail-Chute Size Discs. 

4 


“Television Indexing”. 





SoundScriber Corp., Dept. TS10, 
New Haven 4, Conn. 


Please send me Motion Study Charts. 
. and it’s the only dictation 


disc useable on long-playing 
phonographs—it’s 3314 rpm. 


SEND TODAY 
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Her beau knows it. She looks so spic- 
and-span, she smells so delectable, 
(there's a vial of the perfume he said 
he liked in her desk) and she's 
always on time. 





Her boss knows it. Important work is 
never delayed by re-typing —— yet 
every letter she shows him is neat and 
clean, perfectly centered on the page. 


HER SECRET? 


She'll tell you: "I use Webster's 
Micrometric Carbon paper because I 
hate to do work over! One glance at 
Webster's scale edge tells how many 
lines are left — prevents running 
over, and the scale edge keeps smudge 
off my fingers. Such a time-saver -—— 
and it makes fine copies, too". 

Only Webster's has the scale edge. 
Try it yourself! 

















Suit by Hand - $60 
es at ‘os ha "4 pos ee Gan. ' F. S e WE B S T EK R C O. 
17 Amherst Street, 
Cambridge 42, Mass. 
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TODAYS SECRETARY 


October, 1952 


Jean Bombard never thought she would 
be interviewed for a job at that golf 
club dinner: but a chance meeting dis- 
closed her charming personality to a 
fellow guest—-he sensed her poise and 
efhicien ¥, discovered she Was a secre- 


tary, and—-This story could be yours! 


oe cy 


ED SULLIVAN 


HREE OF THE PHONES in Ed Sullivan's New York apartment began ring- 

ing at once. Mr. Sullivan picked up one; his assistant, Carmine Santullo, picked 
up another; and, as the third one droned on and on, Ed Sullivan made an impor- 
tant decision—he needed a secretary! 

Jean Bombard, miles away in the little town of Bronxville, New York, had no 
idea of this important decision and would have cared little if she had. Having no 
television set in her home and not being a reader of the newspaper that carried 
Mr. Sullivan's feature column, she knew nothing about the TV show “Toast of the 
Town,” the newspaper column “Little Old New York,” or the famous Ed Sullivan. 
She was currently doing secretarial work at a large advertising agency in the city 
and was quite content. 

But Dame Fortune decided a change was to be made. So, when Ed Sullivan vis- 
ited Bronxville’s Siwanoy Golf Club to play a few holes of golf with the pro, Tom 
Kerrigan, and attend a dinner being held in his friend’s honor, Dame Fortune saw 
to it that Jean and some of her chums were also at the affair. You’ve probably 
guessed the result. Ed Sullivan met Jean Bombard and recognized in her the am- 
bitious, efficient, pleasant young lady that he needed in his office. And it didn't 
take too long for Jean to realize that working for Ed Sullivan would be an interest- 
ing, exciting, rewarding position. 

All this happened about two years ago, but it was only a few months before the 
Sullivans began treating Jean as if she were one of the family rather than an em 


ployee. Mr. Sullivan’s wife liked Jean immediately because she was so friendly and 
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Kd Sullivan’s career is a two-fold operation, divided be- 
tween the CBS-TV variety show “Toast of the Town” and 
the syndicated newspaper column “Little Old New York.” 
Here Jean is checking points in the television script 
by phone while Carmine Santullo, Mr. Sullivan's assistant, 


checks over some recent installments of the column. 


Jean picks up her broomcorn broom and a batch of 
papers that have accumulated around the office, in prep- 
aration for an office clean-up. Carmine lends a hand, while 
Mr. Sullivan tries to decide whether he should get out 
from underfoot or continue typing his newspaper column. 





During the television-show rehearsal, Jean 
chats with golf champ Ben Hogan. 


warmhearted. The Sullivan’s daughter, Betty, thought 
Jean was a lot of fun and often insisted that 
she “bunk” at the apartment overnight when college 
was out and Bettv was home on vacation. Bojangles, 
the family dog, liked the way Jean plaved with him 
and wanted her to take him for his walk. Mr. Sullivan 
thought Jean the nicest secretary he knew of and was 
pleased with the way his office work was being cleaned 
up so efficiently. And Jean—well, she liked being 
“adopted”! 

The office used by Ed Sullivan is actually the den 
of his spacious apartment at the Delmonico Hotel on 
Park Avenue. His visitors are received in his hand- 
some living room and given refreshments from his 
nearby kitchen. Like most people connected with 
show business, Mr. Sullivan usually rises around noon, 
has a hasty brunch, and then begins work. For this 
reason, Jean never arrives until ten oclock in the 
morning and rarely is given any dictation until after 
lunch. She makes up for her late arrival by working 
until after six each evening; her hours, however, are 
not usually regular ones. Her job has become so much 
a part of her life that she is always ready ata moment's 
notice to do her bit. A television script to be tvped 
into the wee hours of the morning, a complete feature 
column dictated over the phone from Florida to her 
home, or a request by the Sullivans to live in and look 
after their apartment while they are on the Coast 
never faze Jean; nor does she consider any of these 
things an imposition. Her job is paramount in her life. 
And why shouldn't it be? for it’s both fascinating and 


glam yrous. 


JEAN’S WORKING DAY begins as soon as she arrives in 
the lobby of the Delmonico. There she picks up the 
large pack of mail that has accumulated in Mr. Sulli- 
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} ra star Risé Stevens and Jean watch the 


jehands as they get the sets in order, 


~~ 


van's special mail box. Then, a heavily carpeted ele- 
vator whisks her and her bundle up to the eleventh 
floor. Jean rarely opens the mail as soon as she arrives, 
though, for Bojangles is always waiting for her and 
insistently tags after her until she gives in and takes 
him for his walk. Jean pretends that she doesn't want 
to go out, but actually she enjoys this job very much. 
She claims that she and Bojangles have a speaking and 
barking acquaintance with all the doormen on Park 
Avenue, 
When Jean and Bojangles return from their con- 
stitutional, Bojangles is ejected from the office and 
Jean turns to her duties for the day. Now the mail must 
be opened and sorted. Some of it she holds for Mr. Sul- 
livan to read. Some things Jean gives to Carmine San- 
tullo to handle. Other things she takes care of herself. 
For example, she sees that all ticket requests for “Toast 
of the Town” are sent to CBS; that autographed pic- 
tures of Mr. Sullivan are ordered and mailed to those 
who have requested them; that guest tickets for next 
week's television show are sent to the families of each 
of the stars on the program and also to special friends 
that Mr. Sullivan wishes to invite to the show. Mean- 
while, the seven phone extensions are ringing inces- 
santly. It is almost unbelievable how many phone calls 
Mr. Sullivan receives and how much time is taken up 
in answering them. People call to give him tips for his 
column, to make appointments, to ask him questions 
about the show, to congratulate him on a well-done 
news piece, to request an audition. Each call must be 
handled tactfully and pleasantly, and Jean is especially 
good at this. 
If Mr. Sullivan has an important appointment when 
he rises, Jean often goes to the kitchen and fixes him 
a quick meal, which he can eat before or during dic- 


tation. This is where early home training by her mother 


Comedian Jack Carter tries out one of his 
funny stories on Jean before show time. 


Will Rogers, Jr., so much like his father, 


points out an interesting sight to Jean. 


has come in handy. Cooking is a special hobby of 
Jean’s and she loves to try some of her newest dishes 
on the Sullivans. Instead of going out for her lunch, 
Jean often lunches in the kitchen with Mrs. Sullivan. 

When Mr. Sullivan begins to dictate, Jean takes 
about thirty or forty letters at a sitting. He has to 
answer fan mail, obtain performers for the next show, 
thank performers for appearing on a past show, get 
information for his newspaper column, and answer 
questions about both column and show. And, because 
“Toast of the Town” is sponsored by the Lincoln-Mer- 
cury car dealers, Mr. Sullivan also has Lincoln-Mer- 
cury car complaints to acknowledge (yes, there are 
a few) and then send on to the factory in Detroit for 
attention. 

Jean feels that one of Mr. Sullivan’s most likable 
characteristics is the way he will devote more time 
to a letter to a small child or a Serviceman’s mother, 
for instance, than he gives to many an important busi- 


ness letter. 


But JEANS DICTATION consists of much more than 
letters. Mr. Sullivan is producer, as well as M.C., 
of “Toast of the Town,” so he has a great deal to do 
with the writing of the script for each week's show. 
Jean takes most of these scripts from dictation. Many 
times, when he devotes a whole show to one star, as 
he did recently with Helen Hayes, Mr. Sullivan, Jean, 
and the star will go into a pow-wow on and off for 
several days. Jean takes the script down in shorthand 
and makes five carbons of the transcript, sending one 
copy to CBS for mimeographing. 

At times, takes Mr. Sullivan's 


column in shorthand: but, most often, when he does 


Jean newspaper 


not bat it out on the typewriter himself as newspaper- 


men usually do, Jean takes it direct to the machine 
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Kd Sullivan’s career is a two-fold operation, divided be- 
tween the CBS-TV variety show “Toast of the Town” and 
the syndicated newspaper column “Little Old New York.” 
Here Jean is checking points in the television script 
by phone while Carmine Santullo, Mr. Sullivan’s assistant, 
checks over some 


recent installments of the column. 
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Jean picks up her broomcorn broom and a batch of 
papers that have accumulated around the ofhce, in prep- 
aration for an office clean-up. Carmine lends a hand, while 
Mr. Sullivan tries to decide whether he should get out 
from underfoot or continue typing his newspaper column. 
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During the television-show rehearsal, Jean 


chats with golf champ Ben Hogan. 


warmhearted. The Sullivan’s daughter, Bettv, thought 
Jean was a lot of fun insisted — that 


she “bunk” at the apartment overnight when college 


and often 
was out and Betty was home on vacation. Bojangles, 
the family dog, liked the Wav Jean plaved with him 
and wanted her to take him for his walk. Mr. Sullivan 
thought Jean the nicest secretary he knew of and was 
pleased with the wav his office work was being cleaned 
up so efficiently. And Jean—well, she liked 
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being 


The office used by Ed Sullivan is actually the den 
of his spacious apartment at the Delmonico Hotel on 


Park Avenue. 


some living room and given refreshments from his 


His visitors are received in his hand- 


nearby kitchen. Like most people connected with 
show business, Mr. Sullivan usually rises around noon, 
has a hasty brunch, and then begins work. For this 
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morning and rarely is given any dictation until after 


reason, Jean never arrives until ten 
lunch. She makes up for her late arrival by working 
until after six each evening; her hours, however, are 
not usually regular ones. Het job has become so much 
a part of her life that she is always ready ata moment's 
notice to do her bit. A television script to be typed 
into the wee hours of the morning, a complete feature 
column dictated over the phone from Florida to her 
home, or a request by the Sullivans to live in and look 
after their apartment while they are on the Coast 
never faze Jean; nor does she consider any of these 
things an imposition. Her job is paramount in her life. 
And why shouldn't it be? for it’s both fascinating and 


glamorous. 


JEAN'S WORKING DAY begins as soon as she arrives 
the lobby of the Delmonico. There she picks up the 
large pack of mail that has accumulated in Mr. Sulli- 
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ehands as they get the sets in order, 


van’s special mail box. Then, a heavily carpeted ele- 
vator whisks her and her bundle up to the eleventh 
floor. Jean rarely opens the mail as soon as she arrives, 
though, for Bojangles is always waiting for her and 
insistently tags after her until she gives in and takes 
him for his walk. Jean pretends that she doesn't want 
to go out, but actually she enjoys this job very much. 
She claims that she and Bojangles have a speaking and 
barking acquaintance with all the doormen on Park 
Avenue, 

When Jean and Bojangles return from their con- 
stitutional, Bojangles is ejected from the office and 
Jean turns to her duties for the day. Now the mail must 
be opened and sorted. Some of it she holds for Mr. Sul- 
livan to read. Some things Jean gives to Carmine San- 
tullo to handle. Other things she takes care of herself. 
For example, she sees that all ticket requests for “Toast 
of the Town” are sent to CBS; that autographed pic- 
tures of Mr. Sullivan are ordered and mailed to those 
who have requested them; that guest tickets for next 
week's television show are sent to the families of each 
of the stars on the program and also to special friends 
that Mr. Sullivan wishes to invite to the show. Mean- 
while, the seven phone extensions are ringing inces- 
santly. It is almost unbelievable how many phone calls 
Mr. Sullivan receives and how much time is taken up 
in answering them. People call to give him tips for his 
column, to make appointments, to ask him questions 
about the show, to congratulate him on a well-done 
news piece, to request an audition. Each call must be 
handled tactfully and pleasantly, and Jean is especially 
good at this. 

If Mr. Sullivan has an important appointment when 

he rises, Jean often goes to the kitchen and fixes him 
a quick meal, which he can eat before or during dic- 


tation. This is where early home training by her mother 


Comedian Jack Carter tries out one of his 
funny stories on Jean before show time, 


Will Rogers. 


Jr.. so much like his father, 
points out an interesting sight to Jean. 


has come in handy. Cooking is a special hobby of 
Jean's and she loves to try some of her newest dishes 
on the Sullivans. Instead of going out for her lunch, 
Jean often lunches in the kitchen with Mrs. Sullivan. 

When Mr. Sullivan begins to dictate, Jean takes 
about thirty or forty letters at a sitting. He has to 
answer fan mail, obtain performers for the next show, 
thank performers for appearing on a past show, get 
information for his newspaper column, and answer 
questions about both column and show. And, because 
“Toast of the Town” is sponsored by the Lincoln-Mer- 
cury car dealers, Mr. Sullivan also has Lincoln-Mer- 
cury car complaints to acknowledge (yes, there are 
a few) and then send on to the factory in Detroit for 
attention. 

Jean feels that one of Mr. Sullivan's most likable 
characteristics is the way he will devote more time 
to a letter to a small child or a Serviceman’s mother, 
for instance, than he gives to many an important busi- 


ness letter. 


But JEANS pDICTATION consists of much more than 
letters. Mr. Sullivan is producer, as well as M.C., 
of “Toast of the Town,” so he has a great deal to do 
with the writing of the script for each week's show. 
Jean takes most of these scripts from dictation. Many 
times, when he devotes a whole show to one star, as 
he did recently with Helen Hayes, Mr. Sullivan, Jean, 
and the star will go into a pow-wow on and off for 
several days. Jean takes the script down in shorthand 
and makes five carbons of the transcript, sending one 
copy to CBS for mimeographing. 

At times, takes Mr. Sullivan's 


column in shorthand: but, most often, when he does 


Jean newspaper 


not bat it out on the typewriter himself as newspaper- 


men usually do, Jean takes it direct to the machine 
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so that he can see what he has said as he goes along. 
Another of Jean’s jobs, which you might call extra 
curricular, is her attendance at the rehearsal and actu- 
al performance of “Toast of the Town” each Sunday. 
Sunday is one of Jean’s days off, but each week finds 
her at the television studio helping in every way she 
can to. make things run smoothly. Sewing on a missing 
button, finding a misplaced script, introducing §per- 
formers to one another, seating honored guests are all 
specialties of Jean's, and she loves doing them. After 
the show, she always stays overnight at the Sullivans’ 
and this allows her a whole extra hour of sleep on Mon- 
day mornings. 

Besides having clear shorthand notes, a fast typing 
speed, and high secretarial proficiency, Jean also needs 
a special knowledge of show business for her job. She 
achieves this by not merely reading, but actually 
studying, many newspapers; by keeping up with the 
newest plays and movies; and by reading Varicty from 
beginning to end. The nicest part of all, though, is that 
when the Sullivans are unable to use the “opening 
night” tickets Mr. Sullivan receives regularly because 
of his new spaper connections, Jean goes to the opening 


and reports her views of the show to Mr. Sullivan. 


To App MorE GLAMOUR to her job, Jean has had the op- 
portunity of meeting and becoming friends with scores 
of Hollywood stars during her two vears with Mr. 
Sullivan. To add new friendships to these and to renew 
the old ones. \h 


Jean to be guided through the various movie lots at 


Sullivan has made arrangements for 


Hollywood on her vacation this vear. 

“Im leaving next week,” she said, eves sparkling, 
face aglow. “And I'm beginning to get excited; it’s all 
like a beautiful dream.” 

Whenever Peggy Ann Garner or Barbara Whiting 
are in New York, they stay at the Sullivans’ apartment; 
so Jean has become especially close friends with these 
two voung stars. When Jean gets to California, there- 


fore, their homes will be among her first stops. 


“Mk. SULLIVAN is alwavs trving to make things nice 


for everyone, Jean said. “Would you believe, though, 


that some people refer to him as ‘the man who never 
smiles’?” Just the uttering of such distasteful words 
brought a frown to her pretty face. “These surely must 
be folks who don’t even know him,” she continued, 
“for this is as false a story as the one about Jack Benny 
being stingy. Actually, Mr. Sullivan always has a 
smile for everyone, and he has a heart as big as his 
whole body. Here’s a little story just to illustrate my 
point: 

“After I had been Mr. Sullivan's secretary for only 
about three months, I decided to ask him what his 
policy was regarding vacations. Not having given the 
matter any previous thought, he simply said, “Well, 
how long a vacation do you think you'd like, Jean? 
Where are you planning to go?” 

“Just the day before, a friend of mine had invited 
me to go to Europe with her. I wasn't really prepared 
to take such a long trip at the time, but I mentioned it 
to him, anyway. 

“Mir. Sullivan dropped the papers he had been hold- 
ing in his hands and began dialing the phone. Before 
I knew what was happening, he had an airline on the 
wire and was trying to get information on reservations 
for my friend and me. When everything quieted down, 
I told him that I would really love to go but that I 
hadn't saved enough money for such a long trip. 

“His next remark touched me deeplyv—almost made 
me want to ery. “You mustn't miss an opportunity like 
this. Jean, he said. ‘It’s the chance of a lifetime. I'll 
give vou five weeks off and lend vou the extra money 
vou need. Go and have a wonderful time. You can 
pay me back out of your weekly salary when you re- 
turn. 

“I did have a wonderful time. My debt is all paid 
up now, but I shall never forget this special kindness 
of the Sullivans’. I couldn't stop thanking them for 
weeks after my return. And that’s the way it always is 
-if 1m not thanking the Sullivans for some little kind- 
ness, thevre thanking me for some little service. A 
spirit of gratefulness and appreciation pervades the 
Sullivan household, and 1 like to consider myself a 


part of it. For, most of all, | appreciate being Ed Sul- 


livan’s secretary.” 


















As a favor to boss Sullivan, 
Jean occasionally whips him up 
a batch of eggs and coffee in 
the Sullivans’ kitchen. Jean’s 
handiness at preparing a quick 
snack is a great help to Mr. 
Sullivan’s busy, busy schedule. 


Jean strolls down Park Avenue 
with the Sullivans’ poodle, Bo- 
jangles. This isn’t one of Jean s 
duties, but tie 
attached to 
her, and she to him, that this 


secretarial 


dog became so 


has become a daily routine. 
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“fe I Onty Had Time...” 


The really efficient people know how to “‘make” time. 


F I only had the time to read 

that book, take a course in ce- 
ramics, be really active in the club, 
join that art class, sort out the files, 
clean my desk. Make your 
own list to see how gruesome it is! 

It is so easy to postpone what 
we would like to do, blaming lack 
of time. Yet the most personable, 
interesting, and busy people al- 
ways have time enough to do all 
those things the rest of us only 
dream of doing. These people who 





get things done have plenty of de- 
termination. They arrive at work 
promptly and, after a few cheerful 
words, don’t waste minutes in idle 
gossip. They don't, however, make 
a tight little schedule that rushes 
them grimly from one task to the 
next, growing more and more frus- 
trated when they can’t complete 
everything they had so determined- 
ly scheduled. 

No, a rigid, inflexible master plan 
of your time is impossible to carry 
out. Besides, life isn’t much fun 
when you say: “At 3:30 Tl rear- 
range my desk; at 4:30 I'll do the 
filing; on my way home I'll stop at 
the library; and after dinner I'll 
read ten chapters of the book | 
select.” 


BY 


THERE ARE JUST TWENTY - FOUR 
Hours in each day. Probably you 
spend about eight hours sleeping, 
and roughly eight hours at your 
job; that leaves eight unscheduled 
hours of spare time in which to get 
more enjoyment from living and 
create opportunities for yourself. 
Determine right now, to 
take that class you have always 
wanted to take. It may be ceramics 
-possibly some art course, a study 
in music appreciation, or lessons in 
voice, a course in public speaking 
or literature—or maybe something 
that will help you dollarwise, like 
a course in accounting. There are 
hundreds of opportunities open to 
vou in most communities, but you 
have to take the initial step of 
setting aside the time for starting 
and for completing the study. 
Your taking this 
course may run the gamut from a 
desire to meet interesting class- 
mates or a tascinating instructor to 
a wish to better yourself. The rea- 
son actually isn't too important. 
What is important is that you have 
gained 


how, 


reasons for 


a new accomplishment. or 
added to your skill or knowledge— 
or improved your personality—and 
have done it by using time that you 
thought wasn't available. 


l-r YOU BELONG to an organization 
and have been contented with be- 
ing just a member because you 
haven't the time to head a commit- 
tee or to be an officer, you're miss- 
ing a lot of personal satisfaction. 
You ll never know the thrill of be- 
ing a leader until you step out of 
vour role of being a follower. It 
may not be easy for you, particular- 
ly when you have formed a habit 
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of refusing leadership; but, the next 
time you have the chance, volun- 
teer your services to head a com- 
mittee. with 
capable committee members, and 
you'll see how little time it really 
takes to be an active club membe1 
and how much more you enjoy the 
group relationship. 

Havent time for reading? If you 
want to read, you'll find time for it. 
Possibly the choice of your reading 
material is wrong. Maybe the best 
hold \ interest. 
The librarian will gladly recom- 
mend titles of books that concern 
your interests or that will open new 
horizons to you. Don't say you 
haven't the time to read! Make the 
time. Take fifteen minutes here and 
a half-hour there. You'll get enjoy- 
ment from good books, and you'll 
gain knowledge that—who knows? 
may help you make new friends or 

(Continued on page 108) 
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All About 


—" = YOUR T.1.Q. (telegraph informa- 
tion quotient)? Chances are, it is not up 

to genius level unless you have been writing 
and sending lots of full-rate telegrams, day 
letters, and night letters recently. And so, 
on the assumption that it leaves you some- 
where between the dark and the daylight, 
when the boss calls you in to take a rush 
telegram, perhaps a little review is in order. 
The first thing to do when you prepare a 
telegram is to make sure that the message 
is clear. After all, when you send a telegram 
instead of a letter, you do it because you are 
in a hurry to tell your story. If that story is 
confused or cryptic, you haven't gained any- 
thing but a puzzled reader. Incidentally, one 
of the easiest ways to add to the confusion 
is to clutter up your telegram with STOPs 


for periods. Punctuation is free—use it. 


ANOTHER THING to remember is that clarity 
comes before brevity. And that means, dont 
} 


be just word-counter. The min’mum 


charge for a fu!!-rate telegram is now based 
on 15 words, and most messages will fit com- 
fortably into that amount of space. But, if 
your carefully chosen words add up to 17, 
don’t let that worry you teo much. Better to 
pay a few more cents and make sure that 
the right shipment is sent or the right train 
met or the hotel room held unt‘! the prope1 
hour. The mistakes that can result from con 
centrating on kecping it short may be amus- 
ing in retrospect, but they seldom win pro- 
motions or influence employers—favorably, 
that is. 


WHEN MOST PEOPLE TALK about telegrams, they 
mean the standard, full-rate service offered 
by Western Union. This is the fastest service, 
and the one that puts the biggest premium 
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on brevity. But Western Union also has day- 
letter and night-letter service; and, in many 
cases, these may fit your needs better. 

Day letters may be filed at any time for 
delivery the same day, only one step behind 
full-rate telegrams. If yours is a long mes- 
sage, day-letter service may well be the right 
class to use. You can send 50 words this way 
for the same price as for a 22-word full-rate 
telegram. 

In sending day letters—or full-rate tele- 
grams, for that matter—it is important to 
remember that there is a variation in time 
across the counry. When you telegraph from 
New York at 1:30 in the afternoon, it is only 
10:30 out in San Francisco, and your day let 
ter will arrive at its West Coast destination 
well before office-closing time. But, if the 
message is g_ing in the other direction and is 
filed at 1:30 in San Francisco (4:30 in New 
York), it may be the next morning before 
the telegram is routed to the right person. 


IN CIRCUMSTANCES LIKE THIS, or when the mes- 
sage is extra long, a night letter might be 
called for. Night letters are the most eco 
nomical of all the telegraph services. The 
charge for a 50-word message varies from a 
minimum of 50 cents to a maximum of $1.20, 
depending on the distance. Words in excess 
of 50 are charged at a low rate; so, it is pos- 
sible, for instance, to send 125 words to a 
nearby place for only 65 cents. Night letters 
may be filed up to 2 a.m. for delivery the 
following morning. 


HAVING WRITTEN your message and determined 
what class of service to use, the next problem 
is to get your message on the wires. That, of 
course, depends on the procedure used in 


your office. (Continued on page 108) 
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No more deck-swabbing 
for these sailors. 
Thev're on their way 

to becoming top 

Navy secretarie- 

with tough. technical 


dictation to transcribe. 


Uthcial LU. 5S. Navy Photographs 


To Be A Top Navy Secretary, You Go To 


Yeoman School 





Yeoman, Third Class 





; ge IS SPECIAL, this report. It is for people who don't realize that 

military operations require as much secretarial work as do business op- 
erations, or that military executives need as much secretarial help as busi- 
ness executives do. It is for people who think of shorthand as a skill for 
women only. It is for people who forget that the Navy has more officers afloat 
than ashore. It is for people who don't know what a yeoman is. 

\ yeoman is a Navy secretary in uniform. Might be a woman, a WAVE, 
smart in summer seersucker or in winter blue; but, when the Navy talks 
about yeoman, it usually means men—there are so many more of them. 

Yes, he’s a man; and first of all he’s a seaman. He's been through Boot 
training, and Gunnery School. too. He’s swabbed decks and hustled shells 
and fired AA guns and manned the boats. He knows ships and ship routine. 
He can paint decks, and has—and has chipped the paint off them, too. He's 
served a hitch or two. If he’s sewing stripes on his sleeves regularly and 
demonstrating that he has a lot on the ball, he’s looked at twice and then 
picked for Advanced Yeoman School. 

That's where thev take vou in for sixteen weeks. grind away at vou for 
thirty-five hours a weck in class, and turn you out fit to report Naval courts 


or serve as secretary to a high-ranking officer. At San Diego, for example. 
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gu to the Yeoman School at the Naval Training Center in San Diegs 





Yeoman, First Class 


Lesson Ll: “It takes 14 strokes to write 
train in longhand, only 4 in shorthand. 


The outlines for 


wd 


You RE Lucky. You are sent to one of the Navy's top enlisted schools—the 
Advanced Yeoman School at the Naval Training Center in San Diego. 

You get your books and study your schedule. Sixteen weeks—twelve on 
basic courses and four on naval secretarial practice. The basic courses in- 
clude 108 sessions on administration, 40 on personnel duties, 60 on typing, 
and 212 on Gregg Simplified. The naval secretarial practice includes 70 
hours of “on-the-job” yeoman duties and military reporting, under simulated 
shipboard conditions, and 70 hours of advanced shorthand practice on 
special Navy terminology and high-speed writing. 

To graduate, you learn, you will have to type at 60 wam for five minutes, 
with no more than 5 errors (in 60 class periods!). You will have to take 
Navy dictation at SO for five minutes, and to turn out a mailable transcript 
of that test in twenty minutes. There are tests on the personnel and admin- 
istration courses, too. Practically evervone, however, meets the requirements 


by the end of the twelfth week; though few students have tackled short- 





Preview for a 60-word take during eighth 
week of study. “Class. read the outlines: 


” 


s, f, and v are.... engineer, operates, cooling system... . 
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vet vour books . . and notebooks 





Special naval dictation is 
recorded on tapes, wires. 
and dises for classroom 
and study-room use; then 
(right) students don ear- 
phones and practice the 
takes at the speeds that 
will help most. 





hand before coming to the school, most classes average between 110 and 
120 words a minute by the end of the sixteenth week, thanks to the inten- 
sive final drive on building shorthand speed. 

Well, you pitch in. You learn Gregg theory, and you practice. You see 
your speed reach 50, 60, 70. You get into dictation class, and you practice. 
You put on earphones and take dictation at different speeds from specially 
prepared recordings full of Navy lingo, and suddenly you are ready for the 
big 80-word test. You practice, and you make the grade. Then comes the 
final four-week home stretch. Half the time you are pushing for more speed, 


using more recordings; half the time you are learning shipboard secretarial 





routine, which includes trial procedure and practice in reporting mock trials. 
Then, it’s over. Your orders take you back to the fleet—back to sea. a 

You're a yeoman, and everyone who sees the crossed quills on your sleeve 

knows you are competent, knows you tan handle a secretarial job anywhere 


in the world. You are a very special blue-ribbon brand of today’s secretary. 





Advanced. thirteenth-week students get Parts of finale, in sixteenth week, is full- 
| individual desks—and a lot of dictation scale mock military trial. Students 
at 100, 110, and 120. They all use pens. learn procedure and report the trial. 
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words 


Just Teasers 


BY E. LILLIAN HUTCHINSON 





L OR LL? 


Some of the following words are preferably 
spelled with one 1, some with two. Which of 


them should be changed? 


l. cancellation 
2 cancellk d 

3. traveler 

4. installment 

5. marvellous 


6. skilful 

7. enrolment 
8. equaling 
Y. jewelle d 
10. labeled 





ONE WORD FOR MANY 


Each of the following phrases may be replaced 
by a single word that gives exactly the same 
meaning. How many of these phrases can you 


reduce to a single word? 


l not verv often 

2. cannot be seen 

3. impossible to understand 

4. without fault 

5 in the order indicated 

6. those who have read the book 
7. fraudulent imitation 

8. all the people in the world 

9. do away with 


10. extremely valuable 


ABBREVIATIONS 


Which of the following violate the rules gov- 
erning the correct use of abbreviations? Give 
the correct form for each one you consider in- 


correct. 


9:45 a.m. 

Station K.D.K.L 

An IOU tor $50 

My 2d. choice 

Des Moines, Ia. 

6. Mister Henry Morris 

7. Mount Vernon 

8. The American Company 
9. Sep. 10, 1952 

10. Main Street 


uk GF lo 





WRITING NUMBERS 


In the following sentences, which numbers are 
written in an incorrect style? Indicate the correct 
form for those you believe are wrong. 


The plumber’s bill alone amounted to $75. 
Last week our total output was 14800 machines 


i. 

>] 

3. Please bring me 10 3-cent stamps. 

4. Only 15 per cent of those approached responded. 
o 


278 persons can be accommodated in this lecture 
hall. 

6. The carton just delivered contained 12 purses, 
9 scarfs, and 18 sets of costume jewelry. 


Our team won for the 14th time. 


8. All you do is add 8 ounces of water. 
Y. The oil tank is % full. 
10 Tomorrow I shall be sixteen years old. 





BUSINESS VOCABULARY 


The ten italicized words below are frequently 
used in business. Select the correct meaning of 


each word from the definitions given. 


l. defray: (a) quarrel, (b) resist, (« pay, (d) sell 
2. allege: (a) adhere, (b) lie, (c) assist 
3. facilitate: (a) to make better, (b) to make pleasant 
¢) to make hard, (d) to make easy 
4. concise: (a) smooth, (b) light, (c) rough, (d) terse 
5. proficient: a) well-skilled, (b) old-fashioned, 
c) professional, (d) pleasing 
6. accumulate: (a) spend, (b) amass, (c) contradict, 
d) cherish 
7. deteriorate: (a) humiliate, (b) devastate, (c) de 
generate, (d) fascinate 
8. peruse: (a) pursue, (b) refuse, (c) purchase, 
(d) scrutinize 
9. feasible: (a) reliable, (b) capable, (c) practic able, 
d) familiar 
10. prohibit: (a) forbid, (hb) show, (ec) trv. (d) allow 


Key to teasers on page 108 








TODAY'S SECRETARY e October, 1952 








WH 


¢ 
‘ 

















WHEN ERNA STEPPED INTO THE OFFICE uw & 2 


J a 





| 
tie the a? tt om me 
(OO at BP tae saat sean | 
a ae 
fer esr a ZG 
a la pwn, we | 


o. ai A 2e— ; o 
OS Macs 
o/ 2 i Pe ont ile an A . 
Setting down her pail, eo 2 
a OF a Ee ot 








WN 


Pr are fn 


99 


YES 


BY DEE TUCKER 
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Cheer Up 
Your 
Chores 


You can put a little fun in 
your boss's day—and your 


own too—by trying this idea: 


EON F. BANIGAN. who is edi- 
L tor of the magazines Fleet 
Owner and Bus Transportation, has 
a secretary he’s mighty proud of. 
Her name is Joan Bailey; and she’s 
neat, attractive, and A-1 in her field. 
But more than being an efficient 
secretary, Joan is a happy person 
with a keen sense of humor that 
brightens up her entire office. 

It was about two vears ago that 
joan began her work with Mr. 
Banigan. At that time, she was in- 
formed that every morning he re- 
quired a list of his “chores for the 
day” placed on his desk so that, as 
he accomplished each job, he could 
cross it off the list before going on 
to the next. Joan was glad to com- 
ply with this request; but, after 
typing the list for a few weeks, she 
decided it was much too dull. She 
went to work at adding some life 
to the whole report; and here on 
this page, you can see some ex- 
amples of the result. 


WHY DON'T YOU JOIN IN THE FUN? 
It’s as simple as this: As you read 
through your favorite magazines 
and newspapers, clip out the funny 
pictures, jokes, or gags that espe- 
cially appeal to you and keep them 
in a folder at the office. Then, each 
morning, type out a list of the 
things you know your boss must 
get done that day; paste a funny 
clipping at the side, and drop it 
on his desk. Of course, once vou 
begin submitting this unique little 
reminder, your boss will look for- 
ward to seeing it every morning. 
But it’s extras like this that help to 
make certain 
pensable. 
Thanks to his 


secretaries indis- 


secretary, Mr. 























Banigan greets every day with a 
chuckle—sometimes a downright 
hearty laugh. But besides that, the 
work load seems lighter; especially 
when the list of big jobs is inter- 
spersed with items like, “Have a 
tasty lunch,” “It’s a good day to get 
Spring Fever,” “Time out for some 
golf,” or “Go home early and catch 
up on lost sleep.” 

And Joan has a way of making 


TODAY'S SECRETARY e October, 1952 











everv dav seem wonderful by start- 


ing her little notes out with such 
“Good Morn- 
ing—we ll get a lot done today—you 
sure look full of ambition,” “You 
gotta start off each day with a 
smile.” “Oh, what a beautiful morn- 
ing!” or “Looks sorta like an easy 


cheerful words as: 


day for you—for a change.” 
How about it? Going to try your 
hand at cheering up your chores? 


5] 









[QUIET] 






































BY LE ROY MASON 





illustrated by JOHN PETERSON ae it 
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Get ahead in the world 
with lyping that’s worlds ahead! .” 
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Underwood 


Sh Fede = 








jou give yourself a “‘eood break” 

. get every advantage in com- 
ort, convenience and unmatched 
uality of work... when you use 
n Underwood All Electric Type- 


.. x 
yriter. 


This machine offers you the last 
word in electric typing. It provides so 
many unique Underwood features to 


make typing smooth, quiet, relaxed. 


Every | nderwood feature contributes 
omething really important to these uni- 
lormly clear, clean ... better letters ... that 


employers look for and appreciate. 


And, remember, with an Underwood All Elee- 
ric you can get as many carbons as you need... at 


‘light finger touch... because electricity does the work. 


Get ahead in the world ... and get oul on time, too 


.. with All Electric typing that’s worlds ahead! 


Underwood Corporation 


Typewriters .. . Adding Machines . . . Accounting 
| Machines... Carbon Paper ... Ribbons 
One Park Avenue e New York 16. N. Y. 


Underwood Limited e Toronto 1, Canada 


UNDERWOOD 


ee 
Sales and Service Everywhere 





nade by the Typewriter Leader of the World 


| 
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How WAN? 


Shorthand 


Shortouts 


SHOULD YOU KNOW? 


Louis A. Leslie, coauthor of the new 


Gregg Shorthand Simplified textbooks 


HE LEARNER, and sometimes the 
‘| stenographer, often feels that 
his trouble is “slow shorthand” and 
that his remedy would be the learn: 
ing of additional shortcuts. In 
former years, when less was known 
about the mental and_ physical 
mechanics of shorthand writing, 
shorthand writers used to swap 
shortcuts. It was not uncommon for 
an older writer to sell a list of 
“good shortcuts” to some ambitious 
beginner. 

The ingenuity of the human mind 
has devised amazing shortcuts in 
shorthand. Now we know, however, 
that a fraction of the time spent in 
trying to automatise the shortcuts 
would give the writer far greater 
increases of speed if spent on 
properly directed speed pr..ctice. 


IN GENERAL, shortcuts tend to ham- 
per the development of the writer's 
shorthand speed. The mind can as- 
similate just so many shortcuts in 
a given time. When too many are 
attempted, there is a case of short- 
hand indigestion. The mind can- 
not supply the shortcut instantly 
to the hand and. in consequence, 
the hand must wait while the mind 
searches for the shortcut. 

It is that waiting for the mind to 
supply the shorthand directions 
that causes the hesitating and fal- 
tering stvle of writing seen so often 
in the classroom and occasionally 
in the office. 





ONE OF DR. GREGG’S FAVORITE STORIFS 
was a pertect illustration of the fol- 
ly of too many shortcuts. He liked 
to tell of the shorthand writer who 
once learned a splendid phrase for 
plenipotentiary of the Almighty. He 
practiced this wonderful phrase for 
many long years. Finally, just be- 
fore retiring from shorthand re. 
porting, he was reporting a speaker 
who did use the expression. But the 
shorthand reporter, taken by sur- 
prise, was so startled that he wrote 
the words in full. 

This story illustrates the futility 
of endeavoring to learn shortcuts 
for great numbers of infrequent 
expressions. It also illustrates an- 
other factor that the shortcut en- 
thusiast seldom considers. When 
time is spent learning and practic- 
ing a shortcut, the best that can 
be hoped is that the shortcut may 
help in the writing of that one ex- 
pression. That same amount of time 
spent on well-directed general dic- 
tation practice would raise the 
writer's level of skill in all writing 
instead of just in the writing ot 
some one word. 


ANOTHER MATTER that must be con- 
sidered is the matter of legibility. 
Ever since shorthand was invented, 


, EVER WONDERED? 
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shorthand writers have emphasized 
the necessity for legibility. Short- 
cuts are less legible than the more 
fully written outlines. Because they 
are inherently less legible, they 
must be written more carefully if 
they are to be read accurately. 
Therefore the shortcut hampers the 
writers speed in two ways: 

First, the writer's mind finds it 
difficult to supply instantly any par- 
ticular shortcut, and the hand must 
often wait for instructions so long 
that it would be possible to write 
the full outline easily in the same 
time. Segond, the writer soon learns 
that the shortcuts demand more 
careful writing if thev are to be 
read accurately, and therefore he 
automatically slows down when the 
shortcut is encountered. 


Wuat suortrcuts should the writer 
attempt to learn and use? Learn 
only the shortcuts given in the ele- 
mentary textbook, plus a few for 
frequently recurring expressions in 
your own line of business. These 
additional shortcuts should be kept 
few and should be devised only tor 
expressions that recur with con- 
siderable frequency and that are 
not readily written in full 

For example, if you work for a 
doctor who is constantly using the 
term streptococcus hemolyticus in 
his dictation, it is worth while to 
devise and learn a shortcut such as 
the stroke for s over an em instead 
of using the full form each time 

But while that shortcut may be 
valuable. it loses its value if it is 
swamped with too manv com- 
panions. Before devising and using 
shortcuts, be sure that they rep- 
resent the ten or twenty most fre- 
quently recurring expressions in 
vour dictation. Otherwise, it will 
be better to write them out when 
thev do occur. 


No DISCUSSION OF SHORTCUTS would 
be complete without the famous 
quotation from the late James R. 
Wick. After describing how he had, 
in his youth, learned long lists of 
shortcuts and how he had gradually 
discarded them during his work as 
a shorthand reporter in the United 
States Senate, Mr. Wick said: “The 
longer I write shorthand, the longer 
I write shorthand.” Every voung 
shorthand writer can profit by Mr 
Wick’s wisdom. 














Double-Duty Dictation. 


DUTY ONE: To review the principles of Chapters IIT and [V of the Manual. 
The letters given are not “packed,” but contain at least one example of every 
new alphabetic character and new principle presented in these chapters. For 
“packed” dictation, which is often used to help the student learn or master the 
principles being presented, see the author’s book, “Graded Drills in Gregg Short- 
hand Simplified.” e DUTY TWO: To build speed in writing. Practice the pre- 
view words (the key to these shorthand forms is provided by the words in italies) ; 
then take the letters from dictation at faster and faster rates. The word count is 


by DR. A. E, KLEIN 


Yours truly, 


Ho 


vou 


on the sheets enclosed. Yours truly, 


before the 
cases before then, we advise vou to 
take jewel case L58B, which is similar. 


send us all the data called for 


Dear Since you have been 
away, we have not pushed*? ahead / 


with the work for the Swift Blanket 


efficient service in repairing your ting 
3 chair, our factory in Tulsa asks that | gs 


given every 20 “average” words, 


Chapter IIT. Dear Sir: We regret that | L 


we cannot ship leather jewel case 157A 


Mel 


you must have?" | 


Dear Sir:*° To give you rapid and 


Company. Mr. Field would not co-op- 


him. 


“i> erate with 
tn 
a 


DG The Hotel White and its staff are 
looking ahead with great'*® pleasure | 
to your arrival. We assure you that we | BZ 
will do our utmost to see that you are | 
happy during your 
Yours truly, 

Dear Sir: In checking over our sales 


Please try to return quickly. If you 
cannot, we shall have to await word!~° 
from you as to what we should do 
about the Swift Blanket Company 
business. Frank Moody 

Dear Sir: Your card telling? us 
vou think you will be at the National 
Bankers Association meeting was very 

- welcome. We ai 


with bath for you beginning the 19th. GY - 
—yYw 


and we felt there! | Cay 


was just no sense to quarreling with 


reserving a room 





200 stay with us. 


records, we are sorry to observe that 


we have not=*" heard from you since | Zs 
March 5. We feel sure that you must | ‘ 


Nien have had occasion to buy more woolen ps 
yarn since then. 
~ Has our failure2#° to hear from you tel 
Yt” been caused by some dissatisfaction 
with our yarn, our service, or some eel 
ea other phase of your?®® relations with 


us? 


You have bought yarn from us for 
vears, and we are anxious to keep your 
business. If you have not been** 
isfied with our methods or our goods, 
please write me telling me the reason. 
I shall be glad to have a thorough 
check®°® made, and I can assure you 
—é most sincerely that we will do all we 


can to merit your continued business. 


9 sat- 


Yours?#0 truly, (321) | 
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Chapter TV. Dear Sir: Mr. John 
Grant, of Detroit, is seeking work in 
your city. He was our office manager 


® and we found him 


for two vears.2 
to be an excellent worker and a most 
reliable person. 

We shall appreciate any? favor 
shown him. Yours truly, 

Dear Sir: Thank you for the dis- 
play material that you sent us on Fri- 
day,"° October 3, to decorate “our 
windows. We used many of vour new 
fall suits and dresses on our wax mod- 
els. We find they sell better than 
any others in stock. 

Your splendid co-operation is ap- 
preciated. You will'’’ have more of 
our business in the months to come. 
Yours truly, 

Dear Friend: We are announcing a 
new music course for children,'*° 
which starts Saturday, October 4. This 
course ‘aims to promote the growth of 
the child’s memory for music and!? 
to acquaint him with all the pieces 
of the orchestra. A famed professor 
will be in charge. 

Pursuant to our!®® established pol- 
icy, you may, if you wish, have your 
child trv one class -at a minimum 
registering him 
for the entire course. Yours truly, 

Dear Sir: I have just received your 
letter of October?°° 15 about the $50 
that I still owe vou. I have not over- 
looked this balance, but my funds 
have been 2“" too low to take care of 
it before. The building I own has been 
vacant since August. I have had no 
luck in renting?*” it since this vacancy 
occurred. , 

Though unable to mail you a check 
for the full amount, I am enclosing?*® 
$10 now and will remit the balance 


charge of $2 before’? 


before the end of December. 

Important repairs on my building?*® 
are needed, which I shall have to start 
making in January. If possible, 1 
should like to get the materials 
through you. I hope to make arrange- 
ments for prompt payment. 

You have been very lenient and 
courteous about®2° this delay in pay- 
ing the old account. Thank you. Sin- 
cerely yours, (331) 
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Awards Today—Doltlars Tomorrow 


F YOU ARE A STUDENT of 
shorthand and typing, your big- 
gest job is to make yourself com- 
petent for an office position. The 
Credentials dedi- 
cated to helping vou prepare tor a 


Department is 


successful career. 

lf you are a beginner in an of- 
fice, you are concerned with im- 
proving your skills in order to be 
ready for promotion. We can help 
you obtain the skill that will ad- 
vance you more quickly. 

If you are in a supervisory posi- 
tion where it is your responsibility 
to pass along to younger staff mem- 
bers suggestions for improving their 
work, once again the services of this 
department are invaluable. We re- 
ceive many letters from company 
training directors who consider ou 
awards most helpful in upgrading 
their office staff. 


SECRETARIAL TRAINING is the golden 
key that has opened the door to 
many happy and successful busi 
ness careers. We wish to help you 
gain this preparation and have fun 
while you do it. Conscientiousness 
and devotion to your training may 


BY 





pay dividends far beyond your 


present hopes and expectations 
Youn 


tended primarily to give you the 


school assignments are in- 


rudiments of business training, and 
skill in the specific “tools” you have 
elected to use. The closer you can 
come to pertecting these skills now. 
the easier it will be to obtain a good 
position after graduation. Although 
there will be a lot you must learn 
about office techniques on the job 
before you can earn a promotion 
vou will advance far more quickly 
if you have already mastered the 
basic skills. You can then face with 
confidence any difficulties you may 
meet as a beginner. 

You may be required to take long 
dictation just befor: 
luncheon or quitting time and will 


stretches of 


have to depend on “cold” notes 
for transcription! Your shorthand 
must, then, be written correctly so 
without the 
aid of memory or context. The em- 


that you can read it 


plover, you know, is not concerned 
with rating transcripts on the num 
ber of errors made. He wants error 
proof letters and manuscripts. 
The 


Awards Program of the 
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Director. Gregg Awards 
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Order of Gregg Artists (OGA), 
provided by this department, will 
\ better 
shorthand style effective and worth 
while. More than a million short- 
hand students have become mem- 


make your practice for a 


bers of the OGA since its inception 
in 1912. Why not take the tests on 
the next page so that you, too, can 
become an OGA member? You will 
be proud of the beautiful pins and 
certificates that you can earn for 
satisfactorily writing the OGA 


tests 


Ivy YOU ARE A BEGINNER, try the 
Junior OGA Test first. Even if you 
are an advanced student, you will 
find the Junior Test an excellent 
drill. The outlines 
should be written with a free, glid- 


penmanship 


ing motion—with just enough pres- 
sure to make the outlines come up 
sharp and clear. 

Have someone dictate the test to 
you occasionally—not too fast, but 
fast enough to force you to write 
the characters instead of drawing 
them. Remember that | is twice the 
length of r and that d is twice the 
height of & If you are using the 
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Material for OGA Tests 


NOTE: TO CANDIDATES FOR AWARDS 


All clubs of test papers should be accompanied by a typewritten list of names 


to expedite checking and assure accuracy in making out certificates. Octo- 
ber copy is gocd as membership tests for OAT, C’f, and OGA awards until 
the receipt of the November, 1952, issue. (See pages 92, 104, and 105 for 
copy for the October CT and OAT tests.) 
Junior OGA Test 
“> 
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INSTRUCTIONS: 
best 


Copy the tests here that they have developed a good pra tical 


in your stvle of shorthand, trying -tvle of penmanship that will assure ac- 
to make your notes look as nearly as curate transeripts on the job. Acceptable 
possible like our expert penman’s notes specimens entitle the writer to member- 


above. The te-ts may be written in one ship in the Order of Gregg Artists (OGA). 


or in two columns. on your regular note- Test papers are judged on (1) the 


book paper or on any other stationery smoothness and fluency of the notes; (2) 
that will allow you to do your best work. the formation of the characters as to 
Reled) paper helps keep your writing proper curve, slant, and joining; and 
uniform. (3) the correctness of proportions main- 

The Junior Test is offered to enable tained throughout the specimen sub- 


the writer to see whether he is practicing mitted, A “Key to the 


Marking of OGA 


correctly. It may be taken as soon as the Pests” is returned with any failing papers. 
copy can be written creditably. The Mem- which gives detailed criticism of the 
bership Test is offered for those who feel faults of stvle noted by the examiner. 
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Slide 
if vour 


Gregg Shorthand Corrective 
you can easily check to see 
outlines are in correct: proportion, 
\fter vou have practiced sufficient 
test. to 
sce if vou can win a Junior OGA 


ly. submit a copy of this 


certificate and or pin. 


Tue Grecc CERTIFICATES and pins 
will prove very important to you, 
for they testify to ability to 
perform office skills well. On the 
strength of these 
have 


your 


certificates many 
students been accepted for 
good positions otherwise open only 
to experienced stenographers. 
of which 
ire shown on page 89), mounted in 
the attractive 
Album that 


this department, 


These certificates (some 
Achievement Record 


you can obtain trom 


are an arresting 
and imposing testimonial of accom- 
plishment. Gregg Awards, although 
issued on school accomplishment, 
represent a standard that employers 
recognize as being above 
for beginners. 

Striving to earn the awards is 
paving off for young people all over 
the world. * 


average 


‘lL owe my present good 
fortune and success to the 
the inspiration of 
Awards Department,” thou- 


training 
I received and 
your 
sands of young men and women 
awards winners tell us. 

It is your to see how 
That 


- and, 


turn now 
many awards you can earn! 
gives you a goal to reach tor 
if you the first 
merely try again. Enter your notes 
in the Annual OGA Contest in De- 
cember and you may win not only 
a lovely prize but shorthand pen 
pals all over the world! 

There are 


miss it time, you 


also shorthand speed 
tests, with awards for speeds start- 
ing as low 
the 
with a 


as 60 words 
Complete 
certificate 


a minute; 
Theory Test, 
the Gregg 
Ovals pin as awards for good ap- 
plication of shorthand principles 


and 


and 


FORGET the Order 
Typists (OAT) typing 
They will help you improve 
ability to 
attractive 


\ND LET US NOT 
of Artistic 
tests. 
your accurate 


turn out 


and manu- 
tabulations. As you 


know, smudged copy, ragged mar- 


transcripts, 
scripts, and 
gins, uneven touch, strikeovers, and 
errors of any kind are frowned on in 
an office! Erasures are allowed, if 
neatly done, but the more practice 
vou get in school in producing ac- 
curate work, the less time you will 


(Continued on page 109) 
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WHO Let the FELINE 
OUT OF THE BURLAP? 


BY HELEN WATERMAN 
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October Competent Typist Test | 


(To compute speed, note the number indicated at the end of the last line you 


We 


If you cannot put out a fire right away, 
keep calm, call the fire department, and 
quietly get all the people out of the building. 
Even if you think you can put out a fire, 
the fire department should be called al- 
though they may arrive after it is all over. 


If a fire looks as if it is going to get 
between you and the door, leave at once. 
Always keep a path open for a safe and 
hasty retreat. Whether you are fighting or 
escaping from a fire, never open a door until 
you have felt it. If it is hot, do not open it. 
Escape through some other exit instead. 
Suffocating fumes lurk behind a door that 
is hot to the touch. 


Wastebasket fires, which often are due 
to lack of care in the handling of cigarettes 
and matches, are easily put out by quickly 
turning the basket upside down (not wicker 
baskets, however). It is hard on the carpet, 
but very effective. If the basket is near a 
curtain, flip it over away from the curtain. 
Always make sure that smokers, at home 
or anywhere else, use ash trays instead of 
your baskets or tables or floors for their 
cigarette stubs and matches. 


When a person’s clothes catch fire, he - 


may become panicky and even start to run. 
Grab him, put him flat on the floor, and 
wrap him in a rug, blanket, or any woolen 
garment at hand. This will put out the 
flames and avoid the danger of his inhaling 
them, which might be fatal. 


Prevention is the best fire protection you 
can have. Never let flammable material 


pile up in your attic or basement. Never - 


store cloths or papers that have linseed oil 


or fresh paint on them, except in closed 315 
metal cans. Check your heating system now 3 
to see that smoke pipes are in good shape, 333 


chimneys free from soot, and all cracks 


rds 


S 


341 


copied comple 
speed, divide total by number of minutes; or, to get net speed, subtract 10 } 


or each error before dividing by number of minutes.) 


tely and add 1 for each additional § strokes typed. To get gross 


Nv ords 


plugged with patching plaster. Wooden 
joists should not be built into any chimney. 
Do not store gasoline or more than the 
smallest amount of other flammable ma- 
terials in the home. Do not use these for 
dry cleaning or even for removing stains. 


If the fire department is distant or the 
water supply is limited (fire fighting re- 
quires thousands of gallons of water from 
a three-inch pipe), further steps for safety 
are needed. Automatic sprinklers may not 
put out a fire, but they can hold it in check 
until the firemen arrive. 


Simple electric fire alarms, with special 
elements that warn of nearby heat, can be 
bought at a low price, placed all over the 
house, and put into use without any trouble 
by anyone handy with tools. Connected to 
the house wiring by means of a transformer, 
or run by renewable batteries, they stand 


constant watch, day and night, and sound 515 


a loud, long warning if fire breaks out 
anywhere in the house. 


When leaves and trash are burned in the 
yard, take care that the fire does not 
become too large. Smoke and hot gases 
from a large fire can damage nearby hedges; 
flying sparks can ignite anything with 


which they come in contact. It is much 575 


safer to burn papers and trash in a covered 
wire basket made for just that purpose. 


Few people would ever try to start a 
forest fire, yet lack of care in tending fires 
cost us half a billion dollars last year. 
Never throw a lighted match or cigarette 
from your car. Never leave a fire until it is 
all out, cold, and wet. Never drop a burn- 
ing match or cigarette on dry leaves or 
grass. Take an active part in preventing 
fires in your own community. 


(1f necessary, repeat from the beginning to 


Adapted from an article in Good Housekeeping 
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348 
358 
305 
373 
381 


390 


398 
406 
415 
424 
432 
441 
447 


455 
464 
472 
481 
489 
408 


507 


536 
543 
551 
560 


508 


585 


5? 


599 
609 
617 
625 
635 
643 
651 
660 


665 


complete a ten-minute test.) 

















tute | 


>. 











(The material below is the same as the C.T. Test across 
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Transcribing Speed Practice 


so that you can test and compare your speeds of typing from print 


rial in the same way you do when typing the C.T. 
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Adapted from an article in Good Housekeeping 
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Compiled for Today's Secretary by the Metropolitan Life Insurance Company 
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When you try on the smart dress you 
admired in the store window, do you 
often sigh despondently because it trails 
around your ankles—or hikes up to vour 
knees? Or are you the pleasingly plump 
miss who can seldom find young, stylish 
outfits in her size? If you've been harassed 
by any of these troubles, the fashions 
on these pages should give you hope 
They are designed by manufacturers who 
realize that every girl doesn't have an 
average figure, and more and more stores 
all over the country are stocking these 
specially sized clothes. Our once neg- 
lected “misfits” can now obtain clothes 
that will flatter their figures and thei 


Wes, 


Phis cotton tweed with beautiful lines is de- 
signed for the plumpish miss, sizes 19 to 25, 
You'll like its price tag—$16.95— its slim- 
ming row of buttons, and the touch of white 


pique at the neckline. You'll find it in black 


and in brown at Lane Bryant, Philadelphia 








Smartly striped fitted jacket tops a 
short-sleeved basic dress of cotton 
tweed. In brown. green. or red with 
black trim. Sizes 12 to 20: $22.95. 


At the Over Five-Seven Shop. Boston. 
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Krom Mistit 
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to Mis 


By HELEN WHITCOMB 





Velvet pocket-flaps and collar accent this 
tweed suit from Tall Apparel Shop, 20 
West 38 Street, New York. Tall sizes 
10 to 18, in blue, gray, or tan; $55. 


Textured coat dress of menswear suiting 
touched with black velvet and a patent- 
leather belt. In gray, blue, claret—all 
with fine stripes. Sizes 12 to 20; $17.95. 
At Newmans’, St. Paul. Minnesota. 
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Fit 


mh ry ‘) 

oo Tall: 

You're the girl who wants lots of 
height diminishers — two-tone out- 
fits, suits with patterned jackets and 
plain skirts, wide leather belts, voke 
treatments, peplums, big pockets, 
and flared skirts. 

You can also wear the dramatic, 
large-scale accessories — the single, 
big, bold pin at the side of your 
collar, the necklace with the at- 
tractive large heraldic emblem, the 
oversized purse, the long gloves. 
Nothing itsy-bitsy or fussy for you! 

A bright scarf at your throat 
(particularly good if you have a 
long neck), a velvet rose at your 
belt, a bright red stole across your 
shoulders are accessory ideas that 
can become your very own “trade- 
mark.” But in this matter of acces- 
sories, remember not to overdo it. 
Keep it simple; keep it uncluttered. 

You are the lucky girl who can 
also wear the sophisticated larger- 
brimmed hats because they help 
prevent your head from appearing 
too small. The full coats, the belted 
coats, and the large-collared coats 
are grand for your tall figure. 

Be proud of your height, stand 
erect. And don't be afraid to wear 
shoes with some degree of heel: 
they add so little to your height and 
so much to a graceful appearance. 
Youre a lucky girl if you are tall. 
You can show off clothes to the best 
advantage. 
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The clothes in this section have been designed 
for specific figure types. They are intended to 
add and subtract to help you make the most of 
your figure. But how you accessorize your out- 
fit, how you play up your best points and camou- 


flage your weaker ones has a lot to do with the 





success of the outfit. We've listed below a few 
| camouflage cues to help you look your most 


attractive. 


\ Shortie ? 


If you are just a wee snip of a 
girl, you'll want to employ all the 
tricks that 
make the most of every half inch. 


height-building will 





For you, are the long, unbroken 
lines —the solid-color outfits with 
rows of buttons down the front to 
create an illusion of height. Thin 
stripes and small prints are also 
And, 
smart the wide belts look, you'll 


Hattering. no matter how 
be wise to pass them up. 

Because youre tiny, everything 
about you must be petite. You'll for $22.95 
want gay, close-fitting hats to keep 
your head as small-looking as pos- 
sible. You'll wear delicate jewelry 
and carry small purses. And you'll 
wear small touches of color near 
vour face—a striped collar perhaps, 
or a red knit dickey with your dress. 

If you are a bit thin, you'll keep 
way from figure-following jerseys 
and crepes. Fabrics with more body, 
such as flannels, failles, and cotton 
tweeds, will do their own figure- 
making for you. 

\s for jackets and coats, you'll 
seem taller in close-fitting stvles — 
fitted spencers or jackets that do 
not extend below the hips, and 








princess coats. 

Don't be tempted to totter around 
in shoes that have spike heels, 
ankle straps, or clumsy platforms. 


They ll make you look foot-heavy 





and awkward. Neat pumps are best. 


—— 
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Trim and petite is this faille bolero en- 
semble with crepe bodice, by Leslie Fay. 
It comes in copper, brick red, blue, and 
gray with b 
















lack (sizes 10 to 20) and sells 
at Marshall Field’s, 


Chicago. 


Leaf detail at collar and hips 
pretties up this Swansdown 
suit, which comes in 
sizes 10 to 20; $75. At Silver- 
wood’s, Los Angeles. 





Cygnet 


Cardigan suit in wool jersey, 


by Nelly Don, has low kick 
pleats. In gray, brown, or 
navy (sizes 10% to 18%), at 
McCreery’s, New York. $25. 

97 











Krom Misfit 


to Miss Fit Continued 





Top left: A smart wool and rayon tweed 
dress by McKettrick; has a slenderizing 
row of pearl buttons down the front. 
repeated on the cufflets. Styled for the 
shorter girl—sizes 12% to 22%. In 
gray and brown. At H. & S. Pogue, 
Cincinnati: $17.95. 


Above: A touch of striped taffeta ac- 
cents the V-neck of this slimming black 
faille dress by McKettrick. Styled for 
the taller figure—sizes 38 to 46. At 
Maison Blanche, New Orleans: $14.95. 


Left: A go-places rayon flannel suit 
dress with detachable white collar, de- 
signed for the junior plump figure in 
sizes 19 to 25. Available in gray or 
tan in the Junior Plenty department of 
Lane Bryant, New York. at $17.95. 
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A Bit Plump: 


So what if you haven't a sylphlike 
figure? There are many things you 
can do to make yourself appea 
slimmer; and, if vou devote special 
care to blending colors skillfully 
and choosing smart accessories, 
youll revel in the wealth of compli- 
ments that will come your way. 
First, for the slimming. styles, 
choose simple dresses and pick out 
the V- or U-shaped necklines. Little 
revers or lapels are smart for you, 
and coachman styles and other coat 
dresses give vou slenderizing verti- 
cal lines. Youll want to shun full 
sleeves, too-flared or too-straight 
skirts, peplums, boleros, and any- 
thing too fussy or frilly. 
One-piece outfits are fine for you. 
On the whole, they are better than 
suits; but, if vou choose a suit, select 
one with a jacket. that comes down 
over the hipbone. You'll look vour 
best in full-length coats, but dodge 
the too-flared models. Shoes should 
be simple—no ankle straps or plat- 
forms. And remember. for a flatter- 
ing accent, keep a bit of white or 
bright color near your face. Hats 
can be colorful but not too large. 
You always notice the girl on 
the bus who wears wav, vellow 
string gloves with her tailored vel- 
low velvet hat or the girl with the 
medium-blue coat and striped scarf 
that picks up the same shade of 
blue. You'll probably stick to darker 
shades or more subdued colors for 
vour basic wardrobe, but vou can 
go all out for color in accessories. 
Wise use of accessories, more than 
anything else, will reveal your good 
taste and will make an ordinary ap- 


pearance outstanding. 

















f ~~~ 


(lM. 
Us | 


When it comes to complex- 
ion “forgery.” there's noth- 
ing like a good make-up 
base to fool your publie and 
hide those little blemishes 
and tiny flaws that even the 
best of us fall victim to. You 
will also find that a good 
base will help vour other 


make-up cling longer. 


OW THAT FALL has come and the tan that kept 
Noo. looking so healthy all summer is turning a 
sallow, corn-shuck yellow, you probably need a quick 
camouflage treatment that will give you a_ pretty 


peaches-and-cream complexion. 


YOUR BEST FRIEND, without doubt, will be a good make- 
up base. It will do more than any other cosmetic to 
simulate a bright, clear complexion. Make-up bases 
come in many forms, but the tvpe vou choose will 
depend on the amount of oil in vour skin, the degree 
of covering power you need, and the method of 
application easiest for you. Liquid bases are especially 
popular, for they can be blended smoothly and evenly 
to give a very natural appearance. Cake and _ stick 
bases give a heavier finish. 

Choosing the proper shade is a tricky business, so 
vou ll be wise to seek the aid of a reliable cosmetician. 
The correct shade is usually one that matches the 
deepest tones of your skin. If your complexion is a bit 
sallow or dull, you will want a pinkish shade to bright- 
en and add life to vour skin. If, on the other hand, 
yvour complexion has a TOSS glow ot its own. you may 
want to tone it down a bit by using a beige or ivory 
shade. 


No matter what type of make-up base you use, 
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Photos courtesy of Tussy Cosmetiques 


Making the 
Most of Your 


Make-up 


Vore camouflage—this time 


with make-up 





et 








If you are lucky enough to have an oval face, place- 
ment of rouge is easy. Smile and fill in the triangle 
from the top of your “smile” out along the cheekbones, 


oo 


Powder is the final touch for a well-groomed complex- 
ion. Although cake rouge is applied after powder, it 
should be followed with more powder to soften the color, 


It's best to follow the natural lines of your lips in 
applying lipstick, but you can camouflage a too-wide 
mouth by fading color out at the corners or make 
it seem wider by extending color as far as possible. 





apply it sparingly—no more than you need to provide 
a gossamer film of color—and blend it well; and be 
sure to check the sides of your face, your neck, and 
your hairline to see that there are no give-away bound- 
aries to reveal what’s natural and what's bottle-be- 


stowed. 


Pie Next sree depends on whether or not you wish to 
use a bit of rouge, and on the type of rouge you prefer. 
Few girls find rouge necessary for daytime wear, but 
many like just a touch of it to lend more color for 
evening. 

There are three types of rouge—cream, liquid, and 
cake. Cream rouge gives the most natural effect and 
can be blended easily to give vou just a slight hint of 
color. Liquid rouge is more difficult to use because it 
must be applied quickly before the color sets. Cake 
rouge is easy to apply, but it is the least lasting of the 
three. Both cream and liquid rouge are applied im- 
mediately after your base—before vou put on powder. 
Cake rouge, on the other hand, is applied atter powder. 
though you will want to finish off with an additional 
whisk of powder over the rouge to soften the colon 

How about correct placement of rouge? If you have 
an oval face, vou merely smile at yourself in the mirror 
and place your rouge in a little triangle from the top 
of your “smile” out along the cheekbones. If your face 
is round, you can make it seem more oval by applying 
rouge fairly high on the cheekbones (about under the 
center of the eves), being careful not to extend the 
color too far out on the cheeks. If you have a long, thin 
face, you can add width by placing rouge a bit lower on 
the cheekbones and extending it outward from a point 
about on a line with the outer corners of the eves. 
Never apply rouge lower than the tip of the nose, or it 
will create shadows that are likely to give the effect of 
age, : 

Now, for a beautiful, smooth matté finish, you'll 
want a dusting of powder. Your powder shade should 
match or blend with your make-up base—again, seek 
an expert's advice in choosing the shade. Always use a 
clean puff or cotton to press powder gently all over 
vour face, fluffing, rather than rubbing, the powder 
on. Then brush all excess from your brows and lashes, 
and from around your nose. 


Quite a pretty complexion you've created, isn’t it? 


\ BRIGHT DASH OF LipsticK—following as nearly as pos- 
sible the natural outlines of your mouth—will complete 
your make-up. Just a reminder, though—two never- 
nevers in applying lipstick—(1) never put lipstick on 
without first removing the remains of the, last job; 
and (2) never apply lipstick to moist lips. Your lips 
should first be blotted with a tissue or lightly dusted 
with powder. Then carefully fill in both lips and wait 
at least five minutes before blotting. 

There—you ll now have a pretty, satiny complexion 
and a bright, gav mouth to make as pretty a picture 
as ever peered back at you from your mirror. 


100 TODAY'S SECRETARY e October, 1952 











Patterned for 


today’s secretary 
























| \ ~~ 


4 ' 92 83 
r | SIZES 
-  E 11—17 


a $513--Team a perky cuffed plaid blouse 


with a smart domino-buttoned jumper. Sizes 
are 11 to 17. Size 13 jumper requires 41/4 


yards of 35-inch material; blouse takes 2 yards 











of 35-inch fabric. 


4513 
SIZES 
11—17 


9243—Choose gray wool for the fabric and 


gold velvet for the collar and cuffs of this 
middy dress that can be made with gathers 
or unpressed pleats. Sizes 10 to 20. Size 16 
takes 41/8 yards 39-inch fabric; 3/8 yards 


of contrasting material. 


Send 35¢ in coins 
for each pattern to: 

| Today’s Secretary. 
| Pattern Department, 
243 W. 17th Street, 
| New York, New York. 


LL 


9283--So easy to sew, this dress with one 
main pattern part for the top and one for the 
skirt. Sizes 11 to 17. Size 13 takes 45/8 yards 


of 35-inch fabric with half-a-yard of contrast. 


9]69—A versatile skirt that’s easy to make 


ind easy on your budget. Waist sizes, 24 to 
32. No side seams! One yard of 54-inch fabric 
is all that’s needed for any of these sizes. 


10] 











kgep your lipstick 
on. YOU 


* 









lipstick protector 
Keep your lipstick off 
your veil, your napkin, 
your man! Keep it on 
you all day long by 
— brushing clear, 
liquid Nu-lips over 
your favorite lipstick — 
even the creamiest kind! 
$1 plus tax 


; If unavailable locally, send $1.20 


to Renorr parfums Itd. 


120 w. 42ND ST., N. ¥. €. 








101 OFFICE SHORT CUTS 
For that secretary who's going to go ahead, 
one of the most comprehensive, rollicking 
readings is the new ‘101 Office Short Cuts.” 
The book, cleverly illustrated by secretary- 
author Magi Maxwell, is studded with won- 
drous ideas (including romantic) gleaned 
from a long career in New York advertising, 
general office and newspaper fields. Send 50c. 

Real New Books, Box 1432, GPO 

New York 1, N. Y. 











CO Meme oO 





TO WRITERS OF 


ANNIVERSARY GREGG 


In our storeroom we have a limited quan- 
tity of bound volumes of past years’ 
Gregg Writer magazines. Each volume 
has about 50,000 words of plate mate- 
rial written in perfect Anniversary Gregg 
reporting articles by Swem 
charts and word lists . . . and so on, 
which will not be published again. Wou!d 
you like to have these for your library 
and future study? Then here’s a bargain 
offer: One volume: $2.50; two volumes: 
$4.00 (each volume $4.00 
each). While they last! 


regularly 


SEND ORDERS WITH REMITTANCE TO 


Gregg Magazines 


330 W. 42nd St., New York 36, N. Y. 
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GUY GOES 
SHOPPING 





and we 


VPHNESSIE is a delightful girl, : 
like her very much So, when she 


said she had an unexpected chance 

for a “Dream Vacation,” what could an 
‘Ideal Boss” do about it? 

“You had on hedged. 

“That’s right.” she said bravely 

“Well... I suppose... .” 

“Wonderful!” she Sq tled (she does 
squeal \ moment later we 
cheek (needlessly, it turned out, for she 
had just proved true claims of some- 
called Nu-Lips and 
were thus engaged she grabbed her hat 
and bag and flew out the door. Discon- 
looked at the handful of 
notes she had left. 

“NIv notes for the October shopping 


Vacation, we 


rubbs dl our 
thing 


while we 


solate ly. We 


column,” she had said. So, this month the 








editor substitutes for Tessie: and he is 
as bewildered as vou'd expect him to be. 
We are amazed at the trickery you 
girls are up to—but not necessarily dis- 
approving. Take that Nu-Lips thingama- 
jig, for example. Tessie’s notes state it is 
a lipstick protector, which is what we 
always thought an older brother was; and 
she savs it is clear, colorless, and odor- 
less. We gather that it is some clear, 
colorless, and odorless liquid that vou 
put over your lipstick to keep it from 
smearing on vour face and from leaving 
vour tracks on table napkins, pen il stubs, 
cups, glasses, C., 


like ours ) 


It costs $1 plus tax for a “long-lasting” 


ete. (including cheeks 


glass bottle. Tessie savs one should read 
the directions, but it seems to us we've 
made the whole thing pretty clear. Nu- 
Lips, we note, is made and doubtless 
tested by Renoir, lucky fellow. 

Just now we've discovered what our 
secretary has been getting awav with. 
A while back, we frowned at a babooshka 
(spelling?) over a headful of wire. The 
reasons for the b. and wire were patiently 
explained—but disappeared in favor of a 
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jaunty-looking hat. Tessie calls it a “curl 
saver.” 

Its a combination scarf, hat, and bi 
evele clip, and it’s quite chic. It is. tri 
angular shaped and has an adjustabl 
clip sneaked in somewhere so it holds 
on vour head. Words 
fail us; better consult the picture. 


the scarf-hat snugly 


Phe hat-scarf is made of corduroy in 
brown, red, and green; and it costs $2 
plus 15 cents postage. You can order it 
from Amy Abbott, Inc., 344 West 52 
Street, New York 19. And, we have just 
been assured, though a bit icilv, that. it 
around the 


can also be worn as a scart 


neck. 


Now here’s something! It’s called Sleep 
ing Beauty. It's a bonnet, and vou wen 


it “to hide unglamorous bobby pins when 
vour hair has been set, or to keep your 
curls secure if you're a night tosser.” The 
ladies doubtless know 


about; we are not sure 


what that is all 





The small print describing it says that 
Sleeping Beauty is made, by Kleinert, of 
“pur kered, elasticized cotton and trimmed 
with white nylon lace and a tinv bow.” 
Nothing like nylon lace and a tinv bow 
for a good night’s sleep, we always said 
You, too, can be a Sleeping Beauty, or 
have one, for $1. 

For the really fastidious do-it-up-right 
sleeper, there are “Bedtimers,” which are 
(brace vourself) foot gloves for travel 
wear or for lounging. Suppose you could 
wear them to bed on cold nights. They 
match the Sleeping Beauty. Cost, $1.19 
In color. 


We had no idea what misery you girls 
go through for hair-do’s. Scarf-hats to 
preserve your curls for the office. Sleep- 
ing Beauties to keep them at night. Now 
we see an item from the Toni people, 
who have special packages of curlers for 

home permanents. 
They —Toni that is—offer you 36 regular 
Spin Curlers, plus 6 Midget Spins, for 
(Continued on page 111) 























Just About Shorthand 














The subject of shorthand is 
viewed in many ways. Some think 
therefore 


W HAT SOMEFOLKS THINK. 


it must be drudgery, 


keep 


interest in it be- 


something to away from. 
Some have no 
cause they think it has no glamor. 
Some think it is bevond imagina- 
tion that anyone can write those 
wiggly lines and read them back. 
Some with 


and, | know from experience, even 


view it indifference: 


included in 
think 


dow li 


business people are 
They 


you automatically 


this group. seem to 

write 
something and it comes out on the 
typewriter complete with punctua- 
tion, paragraphing, and 
spellings. 


correct 


But, then, some are aware of the 
and treat the 
shorthand writer with the respect 


value of shorthand 


due anyone who has mastered a 
worth-while — skill. 
among those who are 


However, even 
aware of its 
value, there are some who think 
nothing to mastering it 
and others who think that its ac- 
complishment is a gift, in either 
case ignoring the writer himself. 
And, of course, like the man who 
took his first secretary to task be- 
cause her typewritten letters did 
not have as perfect a right-hand 
margin as they had on the left, 
some people just don't think at all! 

Now me, | think of 
shorthand as precision writing by 
sound, Essentially, it is a mental 
skill, an unusual feat of co-ordina- 
tion between mind and hand. It is 
unlike any other skill. An expert 
shorthand writer feels as much 


there is 


alwavs 


pleasure and sense of accomplish- 
ment in writing beautiful outlines 
with ease and fluency while listen- 
ing to the speakers words, as a 
tennis player does in executing a 
perfect backhand drive, a swimmer 
in completing a difficult dive, or 
a champion typist in maintaining 
a steady torrent of accurate 
strokes. And it can be just as fas- 





By J. ROMAGNA 
Official Reporter of The White House 


cinating to watch fine shorthand 
being written as it is to watch an 
colortul 

other 


exciting tennis match, a 
ice-skating show, or any 


exhibition of skill. 


Is SHORTHAND AN ART? The objec- 
tive of the shorthand writer is a 
pertect reproduction of the spoken 
word, either orally or in print. In 
the making of lasting records, he 
contributes greatly to the develop- 
ment and mans 
affairs in the world. But, to me, 
shorthand is not an art; in its truest 


improvement of 


sense, the essence of an art is to 
create. The shorthand writer does 
not create a record, he reproduces 
one. 

Shorthand’s greatest advantage, 
of course, is that it provides a 
comfortable living for the writer of 
it. The shorthand 
can be the key that will open the 
door of opportunity to all men and 
women—young and old. It is the 
steppingstone to advancement in 
almost any line of endeavor, not 
only in the business world, but in 
the arts and sciences as well. 

Another of shorthand’s advan- 
tages is that it speeds up the 
mental faculties. After studying 
shorthand, you will have a quicker, 
more observant mind for all studies 
than when you began. So, if you 


knowledge ot 


want to have a better memory; be 
more efficient and alert; have more 
confidence in yourself; learn other 
subjects a little 
quicker, and with improved con- 


little easier, a 


centration—I say, learn to write 
shorthand! 
TELL YOUR FRIENDS ABOUT THIS. 


Mastery of shorthand is within the 
reach of anyone with average intel- 
ligence and a reasonable memory. 
You need only the two ageless re- 
quirements for the doing of things 
worth while: ambition—overwhelm- 
ing desire to want to do something 


— and perseverance — will and 
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stamina to achieve your goal. For 
there are no short cuts to anything 
worth while, and to know that is 
half the battle in life. 


[kv SHORTHAND WERE A VISIBLE SKILL. 
| wish that shorthand skill were as 
obvious to the observer, for form 
and gracetulness, as is the skill of a 
baseball player, a trapeze artist, o1 
a ballet dancer; or (and this espe- 
cially ) that shorthand style were as 
noticeable as the cut and condition 
of the clothes we wear. I am sure 
we would all be better shorthand 
writers then—overnight. 

Have you ever picked up some- 
body's notebook, only to have it 
snatched out of your hand because 
the writer was ashamed of the notes 

making the usual apologies tor 
drawn or scratchy outlines and for 
bad theory? 

“Oh, but I can read it; so what 
does it matter?” he says. If he 
dressed himself on that basis, would 
he say, “I am covered in a burlap 
bag, so I am dressed: what does it 
matter?” I think not. 

Then why are there so many 
writers who know only enough to 
get by, who have no pride in their 
craft? I think it is as important to 
be proud of our skill in shorthand 
as it is to be style-conscious about 
clothes and proud of our good taste 
in wearing them. 

Unhappily, shorthand is a skill 

that no one but another shorthand 
writer can appreciate or criticize. 
Its like a foreign language to the 
average person who has not studied 
it. It seems cloaked in a mystery 
all its own, and behind this secrecy 
can freely hide—and often does—a 
lot of mental laziness and incom- 
petence that would not long be 
tolerated if shorthand were some- 
how to show as a visible skill. 
THE SECRET OF SHORTHAND SPEED. 
Such a heading always evokes con- 
siderable interest, but 1 don't think 
there is any secret to shorthand 
speed. Hard work and perseverance 
will achieve it; and that’s no secret, 
is it? 

I do have a principle by which 
I am guided when I write, how- 
ever. That principle is this: Su- 
preme concentration on what is be- 
ing said, and writing it down with 
as slow a hand movement as pos- 
sible. 
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HANDY AID FOR 
IMPROVEMENT OF NOTES! 


GREGG SHORTHAND 
CORRECTIVE SLIDE 


Use the 
better 


in your practice for 
shorthand 
bright red ink on clear cellulose acetate, when 


“overseer” 


notes. Correct forms in 


superimposed on your writing, will show 
every flaw in formation, slant, and propor- 
tion. Just what you need in your practice on 


the OGA tests! 


The Shorthand Corrective Slides are avail- 
able in Simplified 
Gregg. They are 15¢ each, or $1.50 a dozen 
Help yourself to become a better shorthand 
writer by ordering a Slide today. 


either Anniversary or 


GREGG MAGAZINES DEPARTMENT 
330 West 42 Street, New York 36, N. Y. 








follow the 
green light to 
quicker filing 


a 
THEY HANG! mi 
STRAIGHT! That's . 
the principle which F 


has revolution- 
ized modern filing 
Every folder in draw 
er iS accessible — 
quick to get at. Need 
a front folder? Find 
it! Looking for a 
back folder? Find ‘t! 
Pendaflex folders 
slide speedily for- 
ward and backward 
on frames. You reach 


Folders hang 
on frame! 





. Frame fits in 
file drawer! 


in drawer; whisk | 
other folders away; 
instantly select the | 
folder you want. 


aa 
en 
Se 


| 





= Z instart 
oo 6 reference to 
~~" severy folder! 


Write today for 
TRIAL DRAWER test to: 


Oxford Filing Supply Co., inc. 


124 Clinton Road, Garden City, New York 





BUSINESS ADDRESS 
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a message over the-phone, you 


words to prevent 
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George, as,~Henry, I as in Id¢ 
King, L as in Lincoln, M, as in 
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ugar, E as in 
Before you r 
5 + + , 2 - 
list of words in 


A SPECIAL CHALLENGE: To type this 


errors due to, similarity of 


XAMPLETIE, for instance, the name to be tredamitted 


onver 





_™ whe _— W re ap . Ave then | 
e«————_ Then, when you see estern Union to @give them 


can refer to these code 


certain 
or 

stand an unusual or dif- 
A 


en sayxx[*D, as in Den- g 


Boston; E as in Edward; / /. 
I as in Ida, S as in | ge 


F grcoiptle ey 


sations, too. 
7 


draft so it has artistic display and yet fits 


into fifty or fewer lines of 36 spaces each! To do it requires OAT mastery of— 


Big Display — titte spar 


_ TROUBLE with you type- 

writing teachers,” the chic voung 
graduate said, wagging an _ indig- 
nant forefinger at us, “is that you 
never give your students the really 
tough assignments that we gradu- 


| ates face every day in the office.” 
“For instance?” we parried. 
“For instance, she said, “take a 
look at this.” This was the rough 
draft shown above. 
“You call that tough?” we asked. 
“It is when you have to fit it in- 
to fifty 
“Better explain why.” 
“Well,” she sighed, “I work for 


an advertising agency. The space 


36-space lines!” 


we buy for our clients is expen- 
sive $25 or $30 a square inch. 


| Once we buy space, we have to fit 
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our ad into it. That means we have 
to type our copy carefully, change 
it sometimes—anything to make it 
fit—" 

“—and in this case,” we inter- 
rupted, “you are allowed fifty lines 
of 36 spaces each, and you have to 
fit the copy to that space?” 

“Correct, she nodded. “Yet you 
have to make it look nice!” 


WE FELT LIKE SAYING, “Look, Sue, 
thats why they put margin stops 
and single spacing on typewriters’ ; 
but, instead, we “consoled” her with 
a remark to the effect that any OAT 
Certificate holder could do the 
problem with his eves 
Which, we think, is true. 

Take a look at the draft. Sure, 


closed. 














Ol 
ta 








it looks cluttery with so many cor- 
rections penned in; but it consists 
simply of three little paragraphs, 
one 2-column table, and a l-column 
table. The only delicate point is 
this: will the 2-column table fit into 
a 36-space line? Yes, it will—with 
room for 4 or 5 spaces between the 
two columns. 

Two-column tables are easy to do 
when you know how much space 
you have in which to work. The 
first column is snug against the left 
margin; the second column is piv- 
oted (backspaced) from the right 
margin; all left-over space falls be- 
the two In this 
problem, the first column (A-M) 
starts at the left margin; the sec- 


tween columns. 


ond column (N-Z) starts at the 
point you reach by backspacing 
from the right margin stop. the 


number of spaces required for the 
longest entry in the column, N as 
in New York. 

The one-column display near the 
end of the rough draft is even cas- 
ier to set up: you simply backspace 
to center the longest line, which 
is V as in Victory; set a tab stop 
at the point to which you back- 
spaced; and start each entry in the 
column at the tab stop. 

OAT 
problem—and, if you're worth the 
pin you wear or the card you carry, 


Just an ordinary Senior 


vou can do the problem twice in 
30 minutes—once, as a first draft; 
and once more as a polished job. 
And vou'll still have time to make 
yourself a spare copy to keep! 


TYPING Poetry is another kind of 
big-display, little-space problem. 
The Junior OAT problem in the 
next column is really a six-stanza 
poem, and in some respects it takes 
more work than does the rough- 
draft job. It takes experimenting. 
For one thing, you have to pick 
out the verses. Does each stanza 
consist of four short lines or two 
long ones? Either—but it’s punctu- 
ated for the four-short method. 
You have the problem of setting 
up that the stanzas 
stand out clearly. You put extra 
space line, if 
or 3 lines, 


the lines so 


stanzas—| 
vou use single spacing; 2 


between 


if you use double spacing—just as 


though each stanza were a sepa- 
rate paragraph (which it really is). 

You have to arrange the lines so 
that 


the matching rhymes are 





clearly indicated. Indenting does 
it; lines that rhyme are indented 
alike. 

You have to center the material 
vertically (counting lines) and hor- 
izontally (centering on the longest 
line in the poem). 

You have to. decide where to put 
the author's name. It can go at the 
bottom of the poem, backspaced 
from the right margin; or it can bi 
centered under the title. If you put 
it below, you do. not use by: in- 
stead, you insert a two-hyphen dash. 
If you put it above, you do use by. 


YES, MOST POEMS take experiment- 
ing; but go ahead and experiment 
on the smooth set of verses below. 
In 30 minutes you ought to get a 
first draft clipped off and a “good” 
cops Youll find 


that setting up poems so that they 


turned out, too. 
look interesting is just as creative 


as writing them!—Alan C. Lloyd 





OCTOBER’S PARTY 


October gave a party. The 
leaves by hundreds came—The 
Chestnuts, Oaks, and Maples, And 
leaves of every name. 

The sunshine spread a carpet, 
And everything was grand; Miss 
Weather led the dancing, Pro- 
fessor Wind the band. 

The Chestnuts came in yellow, 
The Oaks in crimson dress. The 
lovely Misses Maple In scarlet 
looked their best. 

All balanced to their partners 
And gaily fluttered by; The sight 
was like a rainbow New fallen 
from the sky. 

Then in the rustic hollow At 
hide-and-seek they played. The 
party closed at sundown, But 
everybody stayed. 

Professor Wind played louder; 
They flew along the ground, And 
then the party ended In jolly 
“hands around.” —George Cooper 





that in- | 
tests, send | 
problem to 
330 W. 
The fee 
pins, 50 
pin 
international 


To obtain certificates or pins 
dicate you can qualify on OAT 
a copy of your solution of the 
the Gregg Awards Department, 
42nd Street, New York 36, N. Y. 
for certificates is 10 cents; tor 
cents. Attaining the Senior certificate or 
makes you a member of the 
Order of Artistic Typists. 
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Only a Dictionary 
Backed by 


UNQUESTIONED 
AUTHORITY 
Is Worth Using 


You can rely with 
perfect confidence on the authority, 


accuracy, and up-to-dateness of 


WEBSTER’S 
NEW COLLEGIATE 
DICTIONARY 


HE latest in the famous Webster’s 

Collegiate series that, in succes- 
sive new editions for more than fifty 
years, has been nationally accepted in 
colleges, offices, and homes as the most 
authoritative handy-size dictionary. 


With the help of this indispensable 
handbook you will read with more un- 
derstanding, with more 
racy, speak with more effectiveness. 


write accu- 


Webster’s New Collegiate contains 
125,000 entries, selected with careful 
discrimination, giving 


clear definitions, 
exact pronunciations, 
accurate etymologies, 
correct spelling, division, 
abbreviations, synonyms, etc. 


It presents a wealth of facts about 
persons, places, 
weights, measures, 
monetary units, 
signs and symbols, 
rules for punctuation, 
use of capitals, etc. 


2,300 terms are illustrated. 1,230 pages 
A choice of attractive bindings at book, 
department, and stationery stores. $5.00 


and up. Write for descriptive folder 

Ask to see these other Merriam-Websters: 
Webster’s Dictionary of Synonyms $5.00 
Webster's Biographical Dictionary 7.50 
Webster's Geographical Dictionary 8.50 


G. & C. Merriam Co., Publishers 
Dept. TS, Springfield 2, Mass. 
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I'l HAD BETTER BE “YES” 


(Continued from page 80) 
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Suddenly Miss Merrill rose. 


Ye ee penne 
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result from sparkling type — 
and the best known means fo that 
end is the incomparable 


CLARO-TYPE 


Simplest, fastest, MOST ECONOMICAL type cleaning fluid! J) 
Non-inflammable. Banishes lint and solid “goo.” Sturdy 7 
dauber eliminates spattering...makes your boss realize ~ 
you're the tops. Let your letters really SPARKLE... it’s so 

easy with CLAR-O-TYPE! 


BEFORE AFTER 
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Down below, on the dark street, 


alt Yi dare 
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CHECK AND DOUBLE CHECK 


(Continued from page 86) 
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How to Make 
INVISJ8be 


Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
—or your money back. 


RUSH- 


~ fF YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 











The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 








ABOUT TELEGRAMS 


(Continued from page 74) 





In small offices, perhaps you will 
merely type out the telegram and take 
it to a nearby Western Union office 
yourself. Or, you can telephone West- 
ern Union and have the cost of the 
telegram added to the phone bill. 

Larger offices usually make use of 
the pickup and delivery service oper- 
ated from a Western Union branch 
within the building or nearby. In that 
case, all you do is type the message 
on the proper form (or forms—fre- 
quently extra carbons are necessary), 
and pull the handle of the call box to 
summon a messenger. 

Business offices that send a large 
volume of telegrams may have tele- 
printer service. That is, messages are 
sent by direct wire to a nearby tele- 
graph office over a printing telegraph 
machine with a typewriter-like key- 
board. 

In a growing number of large offices, 
the Desk-Fazxr is coming into use. With 
this convenient contraption, you bring 
the telegraph office right to your desk, 
sending and receiving messages di- 
rectly. All you do is place the message 
blank on a cylinder and press a switch. 
The rest is automatic. 
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MECHANICAL DETAILS of sending tele- 
grams vary from office to office, but 
you can master these variations easily. 
What does not change is the impor- 
tance of getting your message cleat 
and, if possible, brief. That’s the whole 
secret of using telegraph services suc- 


cessfully. 





“IF THAD TIME...” 


(Continued from page 73) 





at least spark an otherwise dreary 
conversation with old triends. 

How many minutes can Bill plan 
on wasting while he is waiting for 
you? When he tells you he'll call 
for you at 8:30, don't plan to be 
ready some fifteen or twenty min- 
utes later. Give yourself enough 
time to be ready at the zero hour. 
Of course, if Bill is late, that’s 
another thing. You doubtless know 
how to/take care of that; you ex- 
pect your date to be on time. Be- 
ing prompt for all appointments is 
an important trait to develop. 


Lets GO BACK to the eight hours 
you spend on your job. Do you 
often wish you had time to transfer 
the files or, more important, do the 
filing that has accumulated; at least 
to sort out this material or retype 
that list or change this or that rou- 
tine? It isnt time that is lacking. 
None of us works eight steady, un- 
broken hours. Instead of just chat- 
ting during that brief lull when 
youre waiting for your boss to sign 
letters, take that time or some other 
odd moment to complete one thing. 

There may be no more than time 
to separate the rubber bands that 
have become hopelessly entangled 
with vour paper clips. The impor- 
tant thing is to start and complete 
something that has needed your 
attention for a long time. Many of 
the things you wish vou had time 
to do can be done in the time you 
sit with a far-off look in your eye 
wondering where in the world the 
time is going. 


FOR MENTAL DISCIPLINE, develop- 
ment of your personality, and 
downright satisfaction there is 
nothing like completing something 
you know must be done. It may be 
a part of your job (something dur- 
ing those eight hours you have at 
work) or it may be the assignment 
of your time for reading, studying, 
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or getting to appointments on time 
in those eight hours after work. 

Remember, the important thing 
is to do something about it note. 
The clever, successful people don't 
go along offering lack of time as an 
excuse for downright laziness or 
inefficiency. 





Words 


Key to teasers on page 78 


ONE WORD FOR MANY 

1. seldom, or infrequently; 2. invisible; 
3. incomprehensible; 4. perfect, or fault- 
less; 5 respectively; 6. readers; 7. coun- 
terfeit; 8. everyone; 9. abolish; 10. in- 


valuable. 
* ¢ 6 


WRITING NUMBERS 

Those that are wrong are: 2. (14,800); 
3. (ten 3-cent); 5. (Two hundred seven- 
tv-cight; or This lecture hall can accom- 
modate 278 persons.) 7 fourteenth ); 


9. (three-fourths, or there e-quarters ). 
* « 
L OR LL? 


The following are not the preferred 
forms: 2, 5, 6, 7, 9 


2 o oS 


ABBREVIATIONS 

Those that are incorrect are: 2. (Station 
KDKL); 4. ( My second choice ); 5. ( Des 
Moines, Iowa); 6. ( Mr. Henry Morris ); 
9. (September 10, 1952 


7 ° 2° 


BUSINESS VOCABULARY 
l. c; 2. d: 3. d; 4. d; 5. a; 6. b; 7. ec; 
8. d: 9. c; 10. a. 





Chit-Chat 
by Geraldine O. Myers 
RESOLVED: Not to go around with 


two chips on my shoulders; one on 
days when I'm a little late for work—the 
other, when I’m asked to work a little late. 
° ° ° 
WuHeEneveER I see a poor chap changing 
a tire, my sympathy goes out to him. It 
reminds me of the messy job of changing 
a typewriter ribbon. 
° @ ° 


Housewives have my sympathy, too 
Filing reminds me of their endless job 
of washing, drying, and “filing” away 
dishes. Just when you think you are 
caught up—along comes another batch. 
e 8 9° 
To BE A GOOD LISTENER — remember 
to keep your mouth shut—when you yawn. 
9 ° ° 
Tuincs- THAT- WRrINKLE-My-Brow: To 
master the art of erasing carefully—or, 
to become a more careful typist? 
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| this question, Mrs. Strony. 





TESSIE ASKS 


(Continued from page 67) 





utside the quotation mark. The oppos- 
ng group says, Would you lik 
get into the argument, Miss Hutchin- 


“inside = 


s mir 


Hlurcuinson: Nearly all publishers 
ind printers todav follow the rule that 
periods tS well iS COM Mas, ire alwavs 


be placed inside the closing quotation 
irk. This rule 


tation 18 a single word, a phrase, 


stands, whether the quo- 


a clause 4 





The reason for this arbi- 
matter of 


or a sentence, 
iry decision seems wholly a 
typog! iphic appearance these two small 
narks OF punctuation look better when 


eld in by the quotation mark 


Tessie: Here's another qu stion on 
ontracts Dr Rosenberg \ secretary 
from West Virginia wants to know _ if 

erv business contract must be in writ- 

g to be enforceable? 

ROSENBERG: No, Tessie. Most contracts 
n business and in private life are simple, 
inwritten contracts. When the conditions 


olved or when the 
terminated for some 


fa transaction are 1n\ 
mtract will not be 
time i written contract Is definitely ad- 
visable. 


A secretary in Chicago sent in 
She 


know what is the best wav to cope with 


TESSIE: 


wants to 


fice wolves 

Strony: I'm prepared for this, Tessie. 
I've been asked the question before, and 
lve questioned a few office girls on the 
problem. It all to this: The 
wav is to ignore them. 


The ré¢ 


but, gene rally speaking, you can discour- 


boils down 
best 
mav be exceptions, of course; 


ige the office wolf by excusing yourself 





ind saving, in effect, 
if work will 
then go on with your job. If he persists, 
inform the man again that he is interfer- 
ing with your work and that you wish to 
be let alone. If he still bothers you, you 
might inform him that you will have to 
refer the matter to your supervisor, or to 
whos Ver does handle such problems. 

Most wolves can be discouraged if the 
sil is sincerely interested in discouraging 
them. 


“T have a great deal 


to do, you excuse me’- 


Tessie: And on that note, we'll adjourn 
this month’s meeting. See you again in 
November. 
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AWARDS TODAY 


DOLLARS TOMORROW 


(Continued from page 90) 





spend erasing, and the better your 
record for production will be. 
How well can up the 
Junior and Senior OAT tests this 
month? How long did each test 
take? How many did you 
make the first time you tried? How 
often did you have to type the test 
in order to make an acceptable 
copy? That's the true test of skill. 


you set 


errors 


WHILE sPEED is not the “be all 
and end all” in typing, I know at 
least one young lady who won her 
job because of better-than-average 
typing speed. Gertrude had been 
graduated and was seeking a posi- 
tion as a stenographer. But she had 
neglected one phase of her short- 
hand to 
legible notes! Because of her nerv- 
ousness, the most familiar 
forms became shaky. We doubted 
her ability to transcribe, but she 
bravely tried. More than an hour 
was required 


training—learning write 


even 


to type a letter of ap- 
proximately 300 the 
gaps in the transcript spoke elo- 
quently of the struggle. 


words, and 
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But. the 
transcript, she removed it from her 


upon completion of 
typewriter, assembled and inserted 
another letterhead and carbon, and 
retyped her transcript with such a 
barrage of speed that we were com- 
pletely amazed. She wrote more 
than ninety words a minute—and 
her letter was a model of perfect 
typing! We could use such ability 
on many office assignments. Need 
less to say, she practiced assidu- 
ously for the improvement of her 
shorthand notes, until she eventu 
ally received an OGA _ Superio1 
Merit Certificate with Gold Seal. 


THE COMPETENT PROGRAM 
offered by this department will 
help you build your typing speed 
and accuracy. Take the test today. 
Then practice the copy until you 
have increased your speed five, ten 


TYPIST 


fifteen, or more words a minute on 
a five or ten-minute test. Since you 
can submit for an award the best 
test you write during the month, it 
behooves you to practice the copy 
as often as you have time. 
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YOU AND THE REMINGTON <7Zxe2 nbtiiy, | 
CAN HELP YOUR PUPILS QuALiFy; <=. 


Today, with the accent on speed, accuracy 


and output, 
thousands of firms prefer ( 


and quite often demand) elec- 
tric typing experience, 

For this reason, thousands of schools 
graduate their Classes with the added 
typing training on the 


just like yours now 
advantage of electric 
Remington Electri-conomy. 

If your school doesn’t use thi 


S famous work-speeding 
tool of modern 


business — suggest it today. You'll find it 
easy as A-B-C to teach... with no special methods or texts 


ntire class. from honor students on 


needed. And your e 
down. learns faster. types faster 


and rapidly develops a 
true sense of touch. 


FoR PUPILS: 10-page vocational guide to a business teaching Career, 
FREF! Ask for “You as a business teacher”’ (R 204) 


a FOR TEACHERS: “Electric Typing vs Manual Typing’’ (R 8300 
Write Remington Rand, Room 2437, 315 Fourth Ave., New York 10 
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SHOPPING 


(Continued from page 102) 





; the “rubber- 
band, rod-type curler,” you can get 60 
f them to the Toni package for 89 cents 


$1.29. If you prefer (?) 


Having curled the top of your head, let’s 
look at your face. 
that Helena Rubinstein has a package of 
‘Young Skin” (shades of the Merchant of 
Venice!) to offer you. It consists of Medi- 
cated Cream and Beauty Washing Grains. 
Wi with that the 
Grains are suggested for thorough pore 


Tessie’s notes indicate 


note grave interest 
cleansings, an average of three times a 
week, the cream is 
used as an over-night aid (with Sleeping 


whereas medicated 


Beauty, possibly) when blemishes or 
minor abrasions appear. 

We are thoroughly bewildered, but 
surely “Young Skin” is well worth its 


$1.65, plus tax, per pac kage. 

There’s a note from Cotv’s, too They 
have a new all-in-one make-up “Cream 
Powder,” which “combines a cream base 
the Coty ‘Air-Spun’ powder.” It 
gives vour skin (we quote) “a fine, pore- 
less, flattering finish.” It’s $1.25 plus tax. 

Coty s 


ind 


Powder, we learn, will 
travel safely and. store perfectly in your 
desk drawer. Well, that’s something! 


Cream 


Two more notes on lipstic k. One of them 


fascinates us: “Superglow.” 
to 


because it contains 


Superglow, 


Tessie footnotes us, is super-brilliant 


it high concentration 


of intense color that does not change 
after application. That, apparently, is 
good. And protective conditioning —in- 
oredic nts (frankly, we are lost keep the 
lips soft, smooth, and naturally moist 
now we know where we are again 


Superglow is made in different shades 
Monteil, 
that “indelible qualities keep the lips 
venly and beautifully colored.” You get 
it in a jumbo white-capped case for $2; 
refills for $1—plus tax, on both. 

When vou get to your f. c. c. 


by Germaine who assures us 


( favorite 
osmetic ‘counter you might ask about 
“Brilliant You” if want to twinkle 
just a little less blatantly than would be 
Brilliant You 

Dermetics, 


you 


the case with “Superglow.” 
is a two-piece package by 


Inc. Dermetics, Inc., calls it a “surprise 
package,” but (just between you and us ) 
it consists of (1) a tube of Brilliant 


“True-Red” lipstick and (2) a slug or 


patty or box or whateveritis of “Der- 
metic’s fabulous Rouge-in-Puff.” You 
can be Brilliant economically, too; the 


regular $2-plus-tax price tag is crossed 
down to $1.25 plus tax, October only. 


Now we come to an item that even a 
man can appreciate. It’s a lady’s lunch 
box, so far as we can tell. It is an enve- 


lope-type plastic case in which you carry 
your sandwiches, bananas, candy 
etc., in you work of those 
corners of your town in which there’s no 
restaurant handy and you carry a lunch. 

The case is insulated with fiberglas, 
so that your luncheon sandwiches, etc., 
etc., are safe from outside temperatures— 


bars, 


case in one 








and your office is safe from the odor of 
mayonnaise, mustard, etc., etc. The case 
is called a “Snak-Pak,” and it is really 
handsome, as the picture clearly shows. 
You can get a Snak-Pak for $1.60 (they 





the 
Inc., Department TS, 116 East 53 Street, 


pay postage) from Terry Roberts, 


New York 22. Colors: Gray, black, o1 


brown. Without sandwiches. 


Ever hear of “Shoe Sachets”? W< 
hadn’t. Seems that Shoe Sachets are neat 
little bags of sweet-smelling stuff that 
vou plop into your shoes after the coun- 
trv-club dance or a 9 to 5 day in which 
you were on your feet all the time. They 
absorb moisture, increase shoe comfort, 
etc.: 
cluded in the etc 


whatever else you want done is in- 
So far as we can tell. 
it is like touching up the inside of your 
car so the upholste rv has a new-car aroma. 

SS’s are obtainable from Elron Prod- 
ucts, Department TS, 156 West Chicago 
Avenue, Chicago 10, and they cost $1.75 
tor one pair ot sachets, $3.25 for 2 pair; 
and $4.50 for 3 pair. 
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MECHANICAL 
TYPEWRITER 
ERASER 


Smart new all aluminum Typo- 
Raser. Easy to use convenient 5°’ 
pencil shaped holder. Fitted with a 
full length replaceable slim eraser 
for typewriter letter-width erasures. 


Erases like magic on carbon copies 
as well as originals. Also used for 
ink erasures. 


Will not smudge, smear, or stain 
Thumb-pin control for instant sup- 
ply of fresh eraser. Handsome gold- 
tone finish. 


SPECIAL OFFER: 


2 TypoRasers for $1.95 
Refills: $.25 per tube 
of 4. 5 tubes refills: 
$1.00. 





POST 
PAID 


Completely Guaranteed! 





SOLD BY MAIL ORDER ONLY 
Order Today! 


es ee ee ee a 


STUDWELL PRODUCTS CO., Dept. 
Box 855, N.Y. 


T-10 
7, 4. Y¥. 


Grand Central 
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